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Cap nhat céng viéc hang tuan

(® EST. 10 MINUTE READING TIME

Luu y: Trang nay dugc dich tu dong tir ban gdc tiéng Anh, vén 1a phién ban chinh thic. Doc bang tiéng Anh

M®&i tudn mdt 1an trong khi cong viéc dang ma, EDEN s& yéu cau quan |y du &n va déc cdng cong trudng dang phu trach
cdng viéc dé gifi mot ban cap nhat ngén. Ban xac nhan cac méc ngay ciia cdng viéc van gitf nguyén, kiém tra cac tép va
hinh &nh ma chud nha, céng ty bao hiém va giadm dinh vién tn that cé thé xem, dong thdi viét lai nhitng gi d4 dién ra tai
cbng trudng trong tuan dé. EDEN sé& thém ndi dung nay vao mé ta céng viéc dudi mot tiéu dé nhu Job Update Week of
23/11 , va gui di trong email tién dd ti€p theo. Ban khéng can ding nhap: tin nhan va email dudc gifi cho ban cé chifa
dusng lién két dén trang riéng cua ban, ngai liét k& moi céng viéc ma ban dén han cap nhat. Ban cling cé thé md trang
nay tU muc Theo ddi bdng wWrite update .

Weekly job updates
JOBS DANDT
Due before Monday 9 Nov, 8am
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J-17256 92A Miramar Avenue
Miramar, Wellington 6022, Week of 2/11

Dates Programme 8 Sep to 12 Sep

On track Dates changed

Files and photos 37 new since the job started

Tick that the files are checked

Ban cép nhat hang tudn cho mét céng viéc, bat dau vdi cdc mbc ngay va céc tép mdi cla céng viéc do.

Khi ndo ban dudc yéu cau

EDEN s& yéu ciu cap nhat v& mdi cong viéc vao ding thif trong tudn ma céng viéc dé dugc tao, vi vdy mot cong viéc
dudc tao vao thir Ba s& xuat hién vao mdi thir Ba. Mot cdng viéc dudc tao vao th(f Hai, thf Bay hodc Chu nhat s& xuét
hién vao thif Sau thay thé, gilp ban cé thai gian cudi tuan trudc khi cac email tién d6 ngay thif Hai dugc guri di. Yéu cau
réi vao ngay nghi 1& s& dugc chuyén sang ngay 1am viéc trudc dé, va sé khdng cé yéu cau nao xuat hién trong ddt nghi
déng clra nhu dip Giang sinh. Ban s& nhan dudc mot tin nhan va mot email vao budi sang ctia ngay cé yéu cau, néu tén
céc cbng viéc da dén han, va ban cap nhat phai dudc hoan thanh trudc khi cac email tién d6 dugc gui di ldc 8 gid sang
thif Hai tuan ké tiép.

EDEN yéu cau nhifng ngusi phu trach coéng viéc tifng ngudi mot, theo thir tu clia cong viéc: quan ly du an trudc tién, sau
dé dén quan déc cdng trudng, roi dén quan ly khu vuc, trir khi cdng viéc d& dudc thiét 1ap khac di. Ngusi dau tién dudc
yéu cdu vao ngay gui yéu cdu, va néu dén sang hom sau van chua cé ai viét thi ngudi tiép theo ciing s& dudc yéu cau, va
clf tiép tuc nhu vay. Bat ky ai da dugc yéu cau déu cé thé viét, ngudi dau tién trong sé cac ban glri di s& hoan tat yéu cau
cho céng viéc trong tuan dé, va nhifng ngudi khac sé thay ai da viét va viét khi no.

Luu y: néu ban cap nhat clia mét céng viéc van chua dudc viét khi cac email tién d6 ngay th( Hai dudc gii di, EDEN sé&
tam thgi khéng dua cong viéc dé vao email cho dén khi cé ngudi viét cap nhat, ddng thdi bdo ngay cho quan ly khu vuc
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cling déi ngii stic khode va an toan clia ching t6i. Ngay khi ban cap nhat dudc viét xong, email dang giif lai s& dudc g di
trong dgt glfi budi sdng tiép theo cling vé8i toan bd théng tin ké tif email gan nhat.

Chon ngudi dugc yéu cau

Quan trj vién cong viéc thiét 1ap ngusi dudc yéu cau trén trang Cai dat clia cong viéc, dudi muc Moi ngudi, trong phan
Cap nhat hang tudn. Ask for a weekly update S& bat hodc tat yéu ciu hang tuan cho cong viéc dé. Bén dudi d 13 céc
quan ly du an, quan déc cong trudng va quan Iy khu vuc clia cdng viéc theo thif tu ho dudc yéu cau: bd danh dau mot
ngudi dé khéng dua ho vao (vi du nhu mot quan déc cong trudng khdng sir dung EDEN), va stf dung cac mii tén dé di
chuyén mot ngusi 1&n hodc xudng. Mdt ngudi méi dudc giao mot trong nhirng vai tro dé sé vao cudi danh sach va dudc
danh dau sin. Viéc tat d6i v8i mot cong viée ciling sé& dirng ludn yéu cau clia tuan nay, vi vay khdng ai bi nhdc nha va
khong c6 gi bi tam gilf cho cong viéc dé.

Céc cong viéc dudc tao trudc khi bat dau cé cap nhat hang tuan déu dudc tat, va quan tri vién cdng viéc cé thé bat mot
cong viéc Ién tai cung vi tri dé.

Viét ban cap nhat

Trang s& m& ra & cong viéc dén han dau tién. M6t thanh ngang & phia trén cing cho biét c6 bao nhiéu céng viéc cla ban
da dudc viét cAp nhat, va thanh & phia dudi cung cho biét nhitng muc nao van con can tra I8i déi véi cong viéc dang hién
thi tru6c mét ban. submit and next job s& d&ng ban cap nhat va m& céng viéc tiép theo, con & céng viéc cudi cling thi

hién thi 13 Submit .

Ngay thang

Trang nay hién thj lich trinh, gdm ngay bat dau dau tién va ngay két thic cudi cling trong pham vi cong viéc. Nhdn on
track néu cac ngay dé van gilf nguyén. Nhan Dates changed néu cac ngay dé thay déi, sau dé chon ngay két thiic mai
(va ngay bat dau mdi, trong trudng hop coéng viéc van chua bat dau) rdi néu ly do thay déi. Cac hang muc chua hoan
thanh trong pham vi cong viéc sé dich chuyén cho phi hdp: mét hang muc chua bat dau sé dich chuyén theo cling sé
ngay, mdt hang muc dang thuc hién sé gitf nguyén ngay bt dau va két thic mudn hon hodc s8m han, con hang muc cudi
cling s& két thic vao ngay ban da chon. Néu su thay ddi khéng don gidn nhu vay, Adjust each item s& liét ké cac hang
muc chua hoan thanh dé ban cé thé dit ngay bat dau va két thic riéng cho tifng hang muc.

Khach hang doc thay cac ngay mdi trong ban cap nhat, vi du Expected finish 19 Dec (was 12 Dec). , nhung khéng bao

gi¢s thay Iy do, thong tin nay chi luu lai cho nhém clia chiing ta trong lich sif céng viéc.

Tép va anh

Trang nay hién thi moi tép va anh dugc thém vao cdng viéc ké tIr 1an cap nhat trudc, va khach hang cé thé thay tat ca trif
khi ban &n mot muc di. Nhan vao mét tép dé chon Hide from clients , Show to clients , Open hO3C Remove from

job . Tép bj an s& chuyén sang mau xam va dugc danh dau Hidden . Add photos tai anh clia tudn nay tUr dién thoai cla
ban 1én, va sau khi ban d3 xem qua chting, hdy danh dau chon cChecked . M&t cong viéc cé lich sir dai s& hién thi mot vai
muc mai nhat trudc, v8i Show all cho phan con lai.
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Weekly job updates
JOBS DANDT
Due before Monday 9 Nov, 8am
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J-17256 92A Miramar Avenue

Miramar, Wellington 6022, Week of 2/11

Dates Programme 8 Sep to 12 Sep
On track Dates changed
Files and photos 37 new since the job started

& Hide from clients

[ Open

O Remove from job
Tick that the files are checked Submitl_____

Luu y: mOt tép da &n ciing sé tiép tuc dudc an déi vai bat ky ai tham gia vao cong viéc sau d6, va nhdm clia ching ta
van c6 thé nhin thdy tép nay. Remove from job sé& g& tép do6 khai cong viéc ddi v8i tat ca moi ngudi.

Tuan nay

Hay viét nhitng gi da dudc thuc hién tai cdng trudng trong tuan nay, nhitng gi sé dién ra tiép theo va bat clf viéc gi dang
chd ngudi khac. Chi vai cau daon gian la du.

Nhithg gi khach hang sé doc

Bén dudi nhirng gi ban viét 13 ban cap nhat nhu khi xuat hién trong phan mé ta cong viéc, kém theo tiéu dé va bat ky thay
déi nao vé ngay thang. Khi ban g& xong, EDEN s& kiém tra tif ngir va chi ra bat cf diéu gi khdng nén néi véi khach hang:
gia ca hodc chi phi, viéc dé 18i cho chd nha, céng ty bao hiém, giam dinh vién ho3c nha thau phu, cac van dé vé nhan
vién ho#c vin phong, mot khach hang khac, hodc mot ngay khéng khép véi cac ngay ban da dua ra. N6 cling dé xuat
mdt phién ban gon gang han cho nhifng gi ban viét. use suggestion S& thay thé bdng phién ban dé va Keep mine $&

gilf nguyén nhirng gi ban viét. Khéng cé gi dudc dang I&én cho dén khi ban nhan submit .

0 of 2 written

This week

finished the gib in lounge, hallway done too. painters in monday. benchtop
waiting on the extra $1,850 for the stone being approved

What clients will read

Job Update Week of 2/11
finished the gib in lounge, hallway done too. painters in monday. benchtop
waiting on the extra $1,850 for the stone being approved

Money
"$1,850"
Leave the price out of the client update.

Suggested wording
Gib stopping is finished in the lounge and hallway. The painters start on Monday,
and the kitchen benchtop goes in once the variation is approved.

Keep mine [UECEIER)

Submit and next job

N&u ban d3 tat ggi y viét trong trinh soan thao ctia EDEN, trang sé bd qua gdi y va gitf nguyén cau chir cta ban.
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Trén bang Theo dbi

Bang Theo ddi c6 mot cot Cap nhat hang tuan cho biét tinh trang clia tiing cong viéc: Due , kém theo With SF hodc
with RM khi y&u cau da chuyén xudng dudi theo th(r tu clia cdng viéc, written kém theo ngudi da viét, ngay gifi yéu
cau tiép theo, Missed kém theo Email held , hodc off d6i véicdng viéc dd dudc tit trong phan cai dit. M6t cong
viéc bj tam gitf s& cé dau chdm mau cam va ndm & muc Can chu y cho dén khi ban cap nhat clia céng viéc dé dudc viét.
Bang diéu khién bé&n canh hién thi ban cap nhat dugc viét gan nhat, mot lién két Job settings d&i véi cong viéc da tat,
va Write update cho bat ky ai da dudc y&u cau khi ban cap nhat cta tuan nay van chua dugc viét. Moi y&u cau, moi lan

bo 18 va moi ban cap nhat da viét déu xuat hién trong phan Lich sif clia cong viéc.

Quan tri vién cong viéc luu cac ngdy tam ngiing hoat déng dudi muc i va Weekly update pauses & dau bang. Khéng cé

gl dudc hdi hodc bi gilf lai vao nhifng ngay ndm trong thdi gian tam dirng.

Néu cé diéu gi & day khong khdp véi nhitng gi ban thay, hay glii email cho chiing t6i tai support@samconsulting.co.nz.
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