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CHUYEN PE LARK SUITE - BUOI 2 MENTOR CLUB

Wiki
— Tu sach cua cong ty

Cho & cla tri thirc doanh nghiép: quy trinh - chinh sach - hudng dan - bai hoc.
Hét bubi hdm nay, cong ty anh chi c6 mot cai ta cé that.

Thay Hoang Minh Hoa & Cdéng su 1/ 30



1 - TAI SAO PHAI co0 WIKI

Ba cau hoi

01  Ban quy trinh lam viéc cua cong ty minh dang nam ¢ dau?
02 Nhan vién mdi vao, ai ng6i kém, va mat bao nhiéu ngay?

03 Mot cau hoi cli, thang vira roi anh chi tra 16i lai may 1an?

Ba cau doé chi c6 mot cai tén chung: cong ty chua ¢é ta sach.

Ta sach cta céng ty 2 / 30



1 - TAI SAO PHAI co0 WIKI

o/\/

Docs la to giay.
Wiki la cai thw vién co ke.

Mot tG gidy hay dén may ma vut trén ban
thi ba thang sau khéng ai tim ra.

Ta sach cha coéng ty 3 / 30



1 - TAI SAO0 PHAI cO

Bon cho chita — céi g1 dé 6 dau

G CHAT B DoCS ROI DRIVE
Dé trao doi Ban nhap File tho
Hoi — dap, chét nhanh trong Bién ban, dé xuat, ban dang Anh, video, hgp dong scan,
ngay. viét d& — viéc cua mot file thiét ké.
nguai.
G CGEED GEENED CGEEED GEENND
GAN NHU KHONG NEU CON NHG TEN NEU PAT TEN KY

Thanh mau = kha nang tra lai dugc sau ba thang.

Ta sach cta céng ty

CAI GI PE & PAU

8 WIKI
Thir song lau

Quy trinh - chinh sach nhan
su - hudng dan phan mém -
bang gia - bai hoc rut ra.

MG TU RA LA THAY
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1 - TAI SAO PHAI coO LUAT

Tht ma nguoi tht hai s€ can
doc lai
— Wiki.

Con lai @€ dau cling dugc.

Ta sach cha coéng ty 5 / 30



1

- TAI SAO PHAI coO

Cong ty duwoc g1 — ba cai dau

LOI ICH o1

Hoi mot lan,

tra IGi mai mai

Nhan vién hoi lan th ba thi guri link,
khéng g6 lai. Moi cau tra I8i chi viét
ding mét lan trong dai.

Ta sach cta céng ty

LOI ICH 02

Ngudi maéi

tu chay

Onboarding tu “kém hai tuan” xuéng

"doc hai ngay roéi lam thi”. Nguai kem
dugc tra lai thai gian.

puUgc CAI GI

LOI ICH 03

Mot ban

duy nhat

Hét canh boén file quy trinh (ban cudi)

(stfa) (mGi nhat). Ai m& cling ra dung
ban dang dung.
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1 - TAI SAO0 PHAI cO

Cong ty dugc g1 — ba cai sau

LOI ICH ou

Ngudi cii nghi,

cong ty khong dirng

Tri thifc nam trong ta cua céng ty,

khong nam trong may ca nhan. Xoa tai
khoan khong mat trang.

Ta sach cta céng ty

LJI ICH 05

Phan quyén theo TU,

khong theo tung file

Thém mot nhan su vao khéng gian la md

ddng phan ho dugc doc. Khéng phai di
mai tung tai liéu.

puUgc CAI GI

LI ICH o6
Base song chung
mot cay vdai tai liéu

Quy trinh va cai bang chay quy trinh do
nam canh nhau — tim mot cho ra ca hai.
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1 - TAI SAO PHAI coé

Mot cong ty truedc va sau khi co tu

CHUA c0O TU

X Quy trinh nam trong file Word & may giam déc
X Cung mét cau hoi tra IGi lai ba muai lan

X Ngudi md&i bam theo ngudi cl hai tuan

X Ngudi cli nghi, cong ty diing hinh

X B6n ban “mdi nhat” khong biét ban nao ding
X Muén gidu bang luong thi phai nhé ting file

Ta sach cta céng ty

co TU

v Quy trinh 8 mét chd, ai cling tra dugc

v Tra |6i bang mét cai link

v Ngugi mdéi doc hai ngay réi lam thi

v Ngugdi nghi, tri thic & lai

v Mét ban duy nhat, sira tai chd

v Khoéa ca nhanh, khong phai khoa ting file

TRUGC & SAU

8 / 30



CHANG 2 WIKI

CHANG 2

T6 chirc thé nao
trong thyec té

Cay ba tang - ba kiéu xép td - ba cai tu that cia ba loai doanh nghiép

Ta sach cha coéng ty 9 / 30



MOt cdi t, t0i da ba tang

KHONG GIAN — CONG TY ABC [RISERN

[7 Gidi thiéu & Van hoa  tinG 1

[7 Quy trinh  TinG 1
[7 Marketing  tine 2

] Quy trinh san xuat ndi dung  tine 3
[[] Quy trinh dang bai
(8 Nhan sy  stét Quvén RIENG

[7 Biéu mau & Tai liéu chuan  tinc 1

[ Base — Theo dbi cOng viéc  ease pAT THENG TRONG CAY
Cay nay giong hét s d6 phong ban — khong phai ngau nhién. Dung khung réng truéc, néi dung dé sau.

Ta sach cta céng ty

CAY WIKI
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2 - TO CHUC BA KIEU XEP TU

Ba cach chia tang 1 — chon mét, diing tron

KIEU A - THEO PHONG BAN

Cong ty da c6 phong ban ro
Kinh doanh - Marketing - K& toan - Nhan
su - Van hanh

Pugc: ai cling biét vao nhanh nao.
Mat: quy trinh chay ngang nhiéu phong
bi xé lam doi.

Ta sach cta céng ty

KIEU B - THEO QUY TRINH

Cong ty dich vy, lam theo
don

Nhan khach - San xuat - Giao & nghiém
thu - Cham sau ban

Pugc: bam dung dudng di cia moét don
hang.

Mat: ngudi mdi chua thudc quy trinh thi
khé do.

KIEU C - THEO NGUJI dOC

Pong ngudi méi, nhiéu cong
tac vién

NguaGi mdi - Nhan vién - Quan ly - B6i tac
ngoai

Pudgc: phan quyén cuc gon.

Mat: tai liéu nhiéu nhém cung can thi
phai dan link hai ché.

Chon MOT kiéu cho tang 1, hai kiéu con lai ddy xuéng tang 2. Tron ca ba & tang 1 13 céi ti ba thang sau khoéng ai vao.
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2 - TO CHUC BA TU THAT

Tang 1 ctia ba loai doanh nghiép

STUDIO ANH - KIEU B CONG TY DICH VU - KIEU A POI MARKETING - KIEU C

Theo dudng di cuia mot don Theo phong ban Theo nguai doc

[ Nhan khach & tu van [ Gidi thiéu & van hoa [ Ngudi m&i — doc 3 ngay dau
[ Chup - quay [ Kinh doanh [7 Ngudi viét noi dung

[ Hau ky & duyét anh [T Ky thuat — thi cong [ Ngudi chay quang cao

L7 Tra san pham [J KE toan [7 Quan ly & bao cao

[J Bang gia & combo [ Bi€u mau chuan [ Cong tac vién ngoai

@ Luong & thudng tho ® Nhan sy ® Ngéan sach

Ca ba déu toi da 6 nhanh & tang 1 va déu c6 mét nhanh khoa. Sau la con s6 ngudi ta con nhin hét trong mét lan liéc.

Ta sach cta céng ty 12 / 30



2 - TO CHUC RANH GIGI

Ba thit dirng cho vao Wiki

KHONG PHAI WIKI 01 KHONG PHAI WIKI 02 KHONG PHAI WIKI 03

Dir liéu chay hang ngay Ban nhap dang tranh luan File tho nang

Danh sach khach - don hang - céng viéc. Thi chua chét, con cai nhau. Video goc - file thiét ké.

— DE & Base. — P& & Docs rai, chot xong mdi dua vao — D& & Drive, trong Wiki chi dé link.
tu.

Wiki chira thir ngudi ta DPOC dé biét cach lam. Khong chira thr ngudi ta ghi hang ngay.

Ta sach cta céng ty 13 / 30



2 - TO CHUC

Ba phat — veé ta caa chinh minh

01  CAu héi nao nhan vién hoi anh chi nhiéu nhat?
— dé la trang dau tién phai viét.
02  Viéc nao ma mot ngwoi nghi la cong ty dirng?

— dé la nhanh quan trong nhat cua tu.

03  Coéng ty minh hop kiéu A, B hay C?

— do la tang 1 cla cay.

Tra 16i dudgc ca ba la dung xong td trong 10 pht ti. Bi cu 3 thi mac dinh chon kiéu A.

Ta sach cta céng ty

VIEC CUA ANH CHI
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CHANG 3 WIKI

Tu xay —
mo may lam theo

Chin budc bam - khuén mét trang quy trinh chuan

Ta sach cha coéng ty 15 / 30



3 - TU XAY BUGC 1 > 5

Chin budc dung t — phan dau

01 Thanh bén trai - Wiki — + Tao khéng gian . Tén ding tén cong ty, chon biéu tugng, viét mét déng mé ta ta nay
chira gi.

02  Cai dat khéng gian » Thanh vién :thém theo phong ban, ding thém tung nguai.
03  Pat vai tro: ca cong ty chi xem - trudng bd phan stra dudc - 1-2 ngudi quan tri khong gian.
o4 Dung khung cdy téi da 3 tang — tao hét trang rong trudc, néi dung viét sau.

05 Pt trang chu cha khéng gian: mét trang "Bat dau tir day” c6 muc luc dan sang tirng nhanh.

Tl sach cha céng ty 16 / 30



3 - TU XAY BUGC 6 > 9

Chin budc dung tt — phan sau

06

07

08

09

Mai trang quy trinh viét theo khuén 6 6 — bat budc ¢ ngudi chiu trach nhiém va ngay cap nhat.

Siét quyén nhanh nhay cam: m& trang Nhan sy / Tai chinh - dat quyén riéng cho trang — chi nhém lién quan xem
dugc.

Cai dit khdng gian » B3o mit : tat chia sé ra ngoai - tat link cong khai - tat sao chép & nhanh khoa.

Ghim dé ngudi ta vao: ghim Wiki Ién Workplace , ghim link tu vao trng nhém chat phong ban, bat dang ky cap nhat cho
trang quan trong.

Dung xong budc 4 la da cé tu. Bon budc con lai quyét dinh ta c6 nguai vao hay khong.

Tl sach cha céng ty 17 / 30



3 - TU XAY KHUON TRANG

Mot trang quy trinh chuan — sau 6
WIKI / QUY TRINH / MARKETING

Quy trinh dang bai fanpage

& Chiu trach nhiém: Nguyén Van A Ngudi duyét: Trudng phong MKT Cap nhat: 10/08/2026

® Muc dich @ Biéu mau & link lién quan
MOt cau: trang nay giai quyét viéc gi. Link thang sang Base, form, file mau.
® Ap dung cho ai ® Sai hay gap

Vi tri nao phai lam theo, khi nao khéng. Ba 16i ngudi méi hay mac.

® Cac budc ® Lich sir cap nhat

DPanh s6, moi budc moét dong, ¢d anh chd kho. Ngay - ai sUra - sUa cai gi.

O @ va 6 ® hay bi bd nhat, va quyét dinh trang cé séng dudc khong. Trang khéng cé tén nguai chiu trach nhiém Ia trang chét trong sau thang.

Ta sach cta céng ty 18 / 30



CHANG 4 WIKI

Phan quyén

Ba tang quyén - ba vai trd - ma trdn mau - sdu cai dat phai chét

Ta sach cha coéng ty 19 / 30



4 - PHAN QUYEN BA TANG

Quyén chay ttr trén xudng, hep dan

TANG TO CHUC — Admin Console
Cong ty cé dugc dung Wiki khong - c6 dugc chia sé ra ngoai khong - c6 dudc tao link cong khai khong.

a TANG KHONG GIAN — cai tu

Ai vao dugc tu nay, va vao roi thi sira dugc hay chi xem.

a TANG TRANG — tirng trang mét

Mot nhanh riéng co thé siét chat hon ca tu. Mac dinh trang con thira huéng quyén trang cha.

Luat géc: trang con mac dinh thira hudng quyén trang cha. Mudn khac di thi phai dat riéng — va kiém lai bang mat sau khi dat.

Ta sach cta céng ty 20 / 30



4 - PHAN QUYEN
Ba vai tro trong mot khong gian
VAI TRO LAM PUQC GI

Daoi cai dat ta - thém/bét ngudi - dat quyén - xoa

1n tri khé .
Quan tri khong gian trang

Tao trang, viét, stra, sap xép trang trong pham vi

Thanh vién — stra dugc .
dugc giao

Thanh vién — chi xem Poc - tim kiém - binh luan

Quy trinh ma ai ciing stra dugc thi khéng con la quy trinh.
Luat mac dinh: ca cong ty xem - trudng b phan stra - mét ngudi duyét.

Ta sach cta céng ty

BA VAI TRO

NEN LA AI

1-2 ngu@i thoi. Chd doanh nghiép + 1
ngudi van hanh

Trudng bo phan - ngudi viét quy trinh

Ca cong ty
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4 - PHAN QUYEN MA TRAN MAU

Ma trén phan quyén — chép veé stra tén la chay

NHANH TRONG TU CA CONG TY TRUGNG BO PHAN BAN GIAM POC NGUOT NGOAI

Gidi thiéu & Van hoa Xem Xem Slra —

Quy trinh Xem Sura nhanh cdia minh Sura —

Biéu mau & tai liéu chuan Xem Stra Sira —

Huéng dan phan mém Xem Stra Stra —

® Nhan sy (luong, hgp dong) Khong thay Khong thay Sura —

@ Tai chinh Khong thdy  Khong thay Sura —

Tai liéu cho doi tac Xem Slra Slra Xem — trang riéng, hét viéc thu lai

M& dan thi an toan. M& san roi siét lai thi khéng bao gid siét noi.

Ta sach cta céng ty 22 / 30



4 - PHAN QUYEN

Sau cai dat phai chét ngay hom dung

CAI PAT

Quyén cua trang mdi

Ai dugc tao trang trong tu

Chia sé ra ngoai t6 chic

Link cong khai

Sao chép - Tai xudng - In

Cho & cua trang

Ta sach cta céng ty

PDAT THE NAO

Ké thira trang cha

Chi thanh vién stra dugc

Tat & tu néi bd

Tat

Tat 6 nhanh Nhan su & Tai chinh

Thudc khéng gian, khéng thudc ca
nhan

CAI DPAT

vi sAO

D& dat tay ting trang — nhung dat nham nhanh cha
la h& nguyén nhanh

Khéng thi cay moc lung tung, ba thang sau khong tim
ra gi

Link ra khoi cong ty la khéng thu vé dugc

Quy trinh, bang gia, di liéu khach — cam dung mic
nay

Chan mang tai liéu ra ngoai ltc nghi viéc

Xoa tai khoan ngudi nghi viéc khéng kéo mat trang
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CHANG 5 WIKI

Nam cai bay

Nam chd lam mot cai td tir té€ chét trong sau thang

Ta sach cha coéng ty 24 / 30



Ba bay dau

BAY 01

Cay qua sau

5-6 tang thi khong ai tim ra, ngudi ta
quay lai hoi trong chat.

— Toi da 3 tang.

Ta sach cta céng ty

BAY 02

Dung xong khong ai vao

Cach chira duy nhat: tra I6i bang link.

Nhan vién hoi lan thir ba thi gui link,
dung go cau tra IGi.

— Hai tuan la thanh nép.

BAY 1 » 3

BAY 03
Trang khong c6 chu

Khéng ghi ai chiu trach nhiém cap nhat,
khong ghi cap nhat lan cudi ngay nao.

— Trang khong tén la trang chét.
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5 - BAY BAY 4 — NGUY HIEM NHAT

Chuyeén tai lieu cti vao Wiki ma khong nhin lai quyeéen

] Truéc & Chuyén vao Wiki e Sau
Tai liéu cla riéng anh — chi minh — Mot cu kéo tha. —  Aithay dugc cay déu thdy né — va
anh va 2 ngudi dugc mai xem. né thuira hudng quyén cua trang cha.

Luat: chuyén xong mé lai quyén cta trang va kiém bang mat, dung tin la né git nguyén nhu ca.
Chuyén nham bang luong hodc hgp déng vao nhanh ma la 16 ngay trong ngay.

Ta sach cta céng ty 26 / 30



5 - BAY BAY 5

Xoa trang cho gon

NGUGI TA HAY NGHI THUC TE

“Trang nay cii roi, xoa cho gon tu.” Trang trong Wiki la tai san chung

Xo0a nhu xoa file trong may minh. Cé thé dang dugc dan link tir trang khac, ti nhom chat, ti Base.

— Xoa phai qua ngu@i quan tri khéng gian, va kiém xem con
ai dang dan link t&i né khéng.

Thay vi xoa: danh dau “Ngirng ap dung” va ghi ngay, réi chuyén vao nhanh Luu trir. S4u thang sau van tra dudgc vi
sao ngay xua lam thé.

Ta sach cta céng ty 27 / 30



NOI TIEP WIKI & BASE

Cho tt sach gap cudn soO

WIKI BASE
Ché cat TRI THUC Ché cat DU LIEU

Quy trinh - chinh sach - huéng dan. Thit ngudi ta doc dé biét Cong viéc - khach hang - thu chi. Th&t nguai ta ghi hang ngay.
cach lam.

Base dat dugc thang trong Wiki — cai bang nam chung mét cay véi quy trinh chay né, md mét ché ra ca hai.

Quyén vao Base di theo quyén cuta tu. Con ai thay dong nao, cét nao bén trong Base la quyén nang cao cua chinh
Base.

Ta sach cta céng ty 28 / 30



VIEC VE NHA NOP TRUGC BUOI SAU

Viéc vé nha

01 Dung 1 khong gian Wiki ciua cong ty minh.

02 Khung cay téi da 3 tang, tang 1 theo kiéu A / B / C da chon.

03 Phan quyén theo ma trdn mau — ca cong ty xem, trudng bé phén stra, khod nhanh nhay cam.
o4 Viét xong 1 trang quy trinh du khuon 6 6, c6 tén ngudi chiu trach nhiém va ngay cap nhat.

05  Chup man hinh cay Wiki dang nhém |6p.

Buéi sau m& man bang viéc goi 3 ngudi mé tu Wiki caa minh Ién. Ai chua c6 td thi khédng c6 ché cat nhitng tha
cac bubi sau lam ra.

Ta sach cta céng ty 29 / 30



CHOT

Cai g1 chi nam trong dau
nguoi

thi cOng ty khong so htru.

Viét ra va cat dang ke
thi cOng ty moi so htru.

Thay Hoang Minh Hod & Cdng su - Mentor Club

WIKI
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