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Bai hoc tuyét voi tir ngoéng trovi

d Bang cach bay theo hinh chi V, dan
ngong tiét kiém dwoc 71% swc Iuc SO VO
khi bay tvPng con mot

J M6i khi con ngong bay Iac*kh0| doi hlnh

ch V, né nhanh chéng cdm thay stec
nang va nhirng kho khan Cua viec ba
m&t minh dé roi nhanh chong tré lai ¢
va tan hwdng strc manh tap then
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Bai hoc tuyét voi tir ngoéng trovi

d Khi con bay dau mét méi, n6 quay lai phia
sau va mot con khac den the cho

Nhap mon CNTT&TT



“Néu mubn di that nhanh hay di mét minh,
néu muén di that xa thi hdy di cung nhau”

An danh
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Cau chuyén Tho va Rua-Ki 1

Bai hoc: cham va 6n dinh > nhanh + cau tha.
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Cau chuyén Tho va Rua - Ki 2

//17/,1’
% s

Bal hoc :
= Nhanh va virng chac > cham va 6n dinh.

* Cham va chac la diéu tot, nhung nhanh
va tin cay la diéu tot hon.
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Cau chuyén Tho va Rua - Ki 3

Bai h(_)c : ,
Can phai xac dinh wu thé cua minh, chon
san choi phu hop.
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Cau chuyén Tho va Rua - Ki 4




Cau chuyén Tho va Rua - Ki 4
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Cau chuyén Tho va Rua

= MOI ngwoi deu thong minh va déeu co wu
diém rieng, neu lam mot minh, ban sé khong
bao gio thyrc hien cong viec dwo’c hoan hao
b&i vi ludn ludn c6 nhirng trucyng hop ban
khéng thé lam tot hon ngwoi khac. Tinh than
dong doi la yeu td6 quyét dinh thanh cdng
trong cong Viéc.

Khéng nan chi khi that bai: thay vi chdng doi
(hay canh tranh) voi nhau, ching bat dau tim
cach giai quyét tinh huong thOng qua hop
tahc_Ava chung da cung nhau lam tot hon
nhiéu
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“Coming together is a beginning;
keeping together Is progress;
working together is success”
“Dén v&i nhau chi 1a sw khéi dau;
gilr dwoe nhau l1a sw tién bo;
lam viéc cung nhau maoi la thanh
cong”
Henry Ford Quotes
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* Ban hay tw kiém tra xem minh c6 kha
na",ng lam véc qhém khong qua phan
trac nghiém tiép theo !!!
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Trac nghiém

= That hiru ich d& nhan biét kiéu hoc tap va lam

viéc cua ban: “Doc 1ap” hoac theo “nhém”, kiéu
nao lIa wu diém ndi troi cla ban? Bai trac nghlem
dwdi day sé cho ban cau tra |di. thng cau trac
nghlem nay khéng ngu y dung va sai, st chon lwya
cua ban sé cho phép ban tw hiéu thém ve ban.
V&i méi cau tra 1o, s6 diém theo tirng cap doé sau:

= Hoan toan dong y: 1 diém

= Pong y: 2 diém

= Khéng co y kién: 3 diém

= Phan d6i: 4 diém

= Hoan toan phan ddi: 5 diém
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9.

. Pé thw gian, t6i chi doc sach, lang thang trén mang dé hoc nhirng cai m&i

hon la tu tap ban be.

. Trong khi tap trung vao sw nghiép riéng, t6i khong cé th&i gian giup do cac

thanh vién trong doi dé ho ciing c6 thé thanh céng.

. T6i luén cam thay rang téi 1a thanh vién cham chi nhat trong ddi.
. V&i hau hét moi dw an, téi thich dwa trén kinh nghiém va ky ning cua riéng

minh hon la lam viéc va chia sé v&i moi nguoii.

. T6i luébn muodn tim ra nhirng giai phap toét nhat cho nhirng van dé ma ca 4doi

dang gap phai tuy nhién t6i lai khdng nhan dwoc nhiéu sw khuyén khich cling
nhw khen ngoi vé viéc do.

. Nhin chung, nhirng ngwo'i trong doi khong thwong thich lam viéc véi toi.
. T6i khong tin 1am viée nhém 14 tao ra nhiéu sang kién va giai phap meéi hon

la déc lap suy nghi.

. Cho du t6i thich hay khéng thi moéi trwwé'ng lam viéc ludén doi héi téi phai co

kha nang lam viéc nhom.
T6i nhan thay rang minh phai “ganh vac” hau hét céng viéc trong nhém
nhwng cting khdng ai danh gia cao t6i vé diéu do.

10. T6i khéng thé thich nghi nhanh vao méi trwéng méi.
11. Theo tdi, th&i gian biéu 14 cdng cu hiru dung cho ca nhan, mét nhom

nguwdi kho thédng nhat mot thei khéa biéu chung.

12. T6i m&n nguyén khi tdi tw hoan tat moi viéc.



-50 - 60 diém:Ban la mét thanh vién tuyét v&i cia nhém. Ban hiéu dwoc
loi ich va tdm quan trong cla sw cdng tac trong cdng viéc, ban thich giao
tiép x& hoéi. Tuy nhién, ban gap han ché trong nhirng hoat déng don ddc.
Chang han, nhirtng chwong trinh tw hoc cé 1& khéng danh cho ban. Ban tr
té, chu ddo v&i moi nguwdi trong xa héi nhwng déi khi lai xao 1ang véi gia
dinh.

-39 - 49 diém: Ban lam viéc nhom tot. Ban nhan ra gia tri caa tinh than
dong ddi nhwng ban chwa thwe sw hoda hop va chia sé moi kj nang va sang
kién clia minh vé&i moi ngwi con lai trong nhém. Tuy nhién, khi ban giai
thich ly do (Vi du: cac budi hop nhdm cé vé nhw mét thei gian), moi ngudi
c6 thé hd tro cho nhirng nd Iwc cda ban.

-29 - 38 diém: Ban khong quan tam du phai lam viéc déc lap hay lam viéc
theo ddi. Ban 1a ngudi chi lam theo nhirng gi sép yéu cau va ban ciing
khédng mudn nd lwc dé thay déi bat ci diéu gi. Ban can tan dung nhirng co
hoi hoc tap va lam viéc nhom, nhirng twong tac xa hoéi, quan hé trong khi
lam viéc.

-Dwéi 29 diém: Ban chac chan khéng muodn ciing nhw khdng ¢6 kha nang
lam viéc theo nhdm. Ban can thic day s& trwdng ctia ban bang cach cai dat
nhirng muc ti€u md&i cho chinh ban than ban, nhirng muc tiéu doi hoi ban
phai st dung nhirng phwong phap méi ma ban khéng hé s dung truedre do.



2016

O NOo Ok DR

Khai niém nhém lam viéc (what)

Tai sao can lam viéc nhom (why)

Loi ich cua nhom

Han ché cua lam viéc nhém

Céc giai doan hinh thanh va phat trién (how)
Panh gia nhom

Cac nguyén tac lam viéc nhom

M6t s6 phan mém hé tro lam viéc nhom

Nhap mon CNTT&TT
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1. Khai niéem nhém

= Lam viéc nhom la phuwong thire lam viéc
tan dung dwoc strc manh ca nhan cua
cac thanh vién, vi mét muc dich chung.
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Lam viéc nhom dién ra & dau?

= Gla dinh

= Nha trrrong
= COng ty

= Ngoal xa hoi
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2. Tai sao can lam viéc nhom
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Ban c6 nhan xét gi?

LA _ o e MOi trwong
TAM VIET h’é Q‘Eﬂ tgl?.' Gném gé . .
ot e kinh doanh
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Lwu lwong théng tin

Héng o di chuyén trén
jnggpcﬁkéfx 565 s Internet tang )
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e Thong tin
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800-000 Nhirng nam 60: Ta?‘ zénhﬂ:?nisrtev trlé’n

cudn sach dwoc €3¢ °ng bd choi voi : mfgt’ ?ﬂ“
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Tai sao phai hinh thanh nhém

1. D& co6 thé hoan tat nhirng dw an I1&n

2. D& co thé trién khai dwoc nhiéu giai
phap

3. Dé& phéat hién dwoc nhirng khiém khuyét
trong mét giai phap

4. Xay dwng duoc nhivng quan hé dong
nghiép tét v&i nhau noi lam viéc
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3. Lori ich cua nhom

Ngoai 4 lgi ich chinh d& néu, nhom con co
mot sO loi ich sau day:

1. Tao co hdi tiép can nhiéu qguan diém khéac
nhau, nhin thay nhirng y twdng méi

2. Phat trién nhirng ky nang truyén théng, ky
nang lam viéc v&i con nguoi

3. Phat trién kha nang suy nghi c6 phé phan
va cac ky nang danh gia

4. Phat trién ky nang gidi quyét xung dét
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2016

4. Han ché cua lam viéc nhém

Khi 1 dw an dwgc chia thanh cac phan viéc nho,
m0| thanh vién c6 thé khéng hiéu hét tat ca cac
van dé trong dy an

CO rui ro cao hon

Vai thanh vién khong chiu lam viéc

Vai thanh vién co xu huéng chuyen quyén doc
doan va diéu khién tién dd cong viéc

Y kién nhom Ian at y kién ca nhan

Néu khong td chirc hop Iy sé bi cham deadline
Piém cua thanh vién bj anh hwdng b&i diém cua
nhom

Nhap mon CNTT&TT 24



= “Inguwdi Viét Nam néu lam viéc déc 1ap thi
c6 thé bang 3 ngwdi Nhat, nhwng khi lam
viéc tap thé thi 3 ngudi Viét Nam maoi
bang 1 nguwdi Nhat”.
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Nguyén nhan

= Budi hop dé xuat y kién, “thtr nhat ngoi
y, thtr nhi dong y”

= Tam li “khong phai viéc cua minh”, khéng
tw giac.

= Phan cong cong viéc khong ro rang.

= Hoc nhom = Vwa hoc, vira choi.

= GiIO cao su
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Giai quyét cac van dé nay sinh khi lam viéc nhém

2016

Cd6 gang hét strc cho cong viéc cta cad nhém.

TOn trong cac thanh vién khac, hay t&i dung gio, nép
bal nhdm dung gio.

Trong khi hop nhém luén dat muc tiéu cda nhom Ién

trén hét, drng lam sao nhang cong viéc bang nhirng
chi dé khong liEn quan, gay thiéu tap trung.

Pirng ngat 1&i nguoi khéc, hay lang nghe va cha y
dén nhirng gi nguwdi khac phat biéu.

Bbrng chi trich, phan doi ngay v kién cta nguwdi khac
dd no thiéu thuc té dén dau

Tranh cai tich cwc, phat biéu, dwa ra y kién cua rieng

minh, cw xX& vOi thai dé nha nhan on hoa. Brng qua
bao tha

Hay “dng nghe, ton trong va chia sé céng viéc”
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Yéu to can tré tinh hiéu qua ciia nhoém

= N&ng lwc han ché cuia lanh dao nhom

= Mo hd vé muc tiéu

= Muc tiéu cua cac thanh vién trong nhém la
khong thong nhat

= Danh gia két qua thwe hién khdng cong bang

= Sy thira nhan va phan thwdng khdng hop ly

= Tinh nang déng, céi m& cua cac thanh vién
trong nhom thap

= Qui mO6 nhom khong hop ly

= Thiéu sy Gng ho cla cap trén
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2016

Yéu to gitip nhém thanh céng

C6 trwdng nhém tot

Co0 cac thanh vién tai nang

Nam virng muc tiéu chung

Phan chia cong viéc ro rang

Panh gia cong bang, thwdng phat phan minh
Hiéu va tén trong nhau

Két hop tot loi ich cia nhom va méi ca nhan
trong nhom

Biét tao ra sw cdng hwéng trong nhom

Nhap mon CNTT&TT
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An mét minh dau tre,
lam mot minh cwce than

1+1 >2
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5. C4ac giai doan hinh thanh va phat trien

= Hinh thanh

= Xung dot

= Giai doan binh thwong hoa

= Giai doan hoat déng tréi chay
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Hinh thanh

= Pay 13 giai doan tham do va khdng 6n
dinh

= Ca nhém thwong mong dgi ngwdi lanh
dao dinh ra cac ghuén muc, xac dinh muc
tieu va hwdong dan thuwe hién

= Ton tai khodng cach gitra cac thanh vién.

= Giai doan “song ngam”.

= Can tré nguwodi nodi troi.
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THAO LUAN

2016

= Viéc hinh thanh mét nhém lam viéc ludn bat
nguon t& mét muc tiéu hay mét nhiém vu cu
thé nao d4. Chinh nhiém vu ma nhom phai
thwe hién quyét dinh ai sé 1a thanh vién clia
nhéom.

= Gia s anh (chi) dang dung trwde viéc lva
chon cac thanh viéen cho mét nhom, anh (chi)
sé tim kiém & ho nhirng tiéu chuan gi?

= Hai trong s nhirng tiéu chuan anh (chj) sé
can nhac lwa chon
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2016

Lwa chon thanh vién

= Tiéu chi lwa chon

nang lwc chuyén mon,

nang lwc gidi quyét van dé

nang lwc giao tiép

nhi*rng pham chat ca nhan: kha nang lam
viéc dudi ap lwec cao, tinh linh hoat chu déng,
sy tw tin, tinh khoi hai, 6¢c sang tao

Nhap mon CNTT&TT
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Cac loai tinh cach

= Con ho: sbt sang v&i moi viéc, ludn 1a nguoi
xung phong di dau, kha “néng "va kha co déc vi la
nguwol di dau

= Con cu: “lanh’, thich suy nght nghién ctru van de,
it N6l nhwng da nai thi la van dé quan trong a
ciing la nguoi co déc

= Xe ctru thwong: rat quan tam dén moi nguoi
xung quanh, thich 8 .

= Giao thoa: ddi luc la con hd, ddi lic la cu va co
khi lai la xe ctru thuong a phan lon moi nguwoi ¢
kiéu tinh cach nay. Tuy nhién, ngwoi nao co tinh
cach kiéu nay van cé ban chét thubc 1 trong 3 loai
trén.
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Ngwoi lanh dao nhom

la nguwori cé chi so 1Q va EQ cao

la nguwdi hiéu ré nhat tinh cach, tam ly, nang luc
cua moi thanh vién trong nhém

Biét phan céng viéc co thé phat huy dworc toi da
cua moi ca nhan

Hiéu rd muc tiéu ctia nhém
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Xac lap muc tiéu

= Theo tieu chi SMART

= Cu thé (Specific)

= C6 thé do lwdng dwoc (Measurable)

= Pwoc nhat tri (Agreed)

= Kha thi (Realistic)

= Co thoi han xac dinh (Time constrained)
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Xung dot

= Bung nd nhirng mau thuan gitra cac thanh
vien nhdm do mét s6 thanh vién cam thay
bat on khi ho c6 gang "khang dinh minh”

= Cac be phai dwoc hinh thanh, cac tinh
cach va cham nhau, khong ai chiu lui mét
budc

= Rat it sy giao tiép vi khong co ai lang
nghe va mot s6 ngwoi van khong san
sang noi chuyén coi mo.
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Xung dot

= Theo ban khi m&i gia, nhép Mot nhg’)m, c‘éc
thanh vien mong mudn diéu tim kiém diéu
gi dé khang dinh minh?
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2016

Mong muon ctia moi ca nhan

Xac dinh vi tri cua ho trong nhém

Gay dwng quan hé v&i nhirng thanh vién
khac trong nhém

Hoc hdi cach tng xu

Biét pham vi va mtrc d6 phtrc tap cua cong
Viéc

Nhan dwoc nhirng thdong tin va cac ngudn
lwe can coO , ,

Tim ra cach thwre tot nhat de thye hién cong
Viéc

Tao dwng moi quan hé voi nguoi lanh dao
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Thao luan

= Lam thé ndo dé gidi quyét mau thuan,
xung doét trong nhdém?
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Giai quyet

= Lam séng té moi thac mac néu co thé

= Khuyén khich tranh ludn mét cach thang
than va cdi mé tat ca nhirng van dé gay
chia ré ndi bd, ngan chan viéc bat nat hay
de doa, nhwng ciing cdng khai moi diéu
tranh cal

= Can tom lai nhirng van dé gay tranh cai
sau khi cd nhém thao luan xong va dé ca
nhém quyét dinh
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Giai quyet

2016

= Nhan manh dén tam quan trong clia céng
viéc va cung nhau lam viéc dé hoan thanh
cOng viéc

= Hwéng nhirng mau thuan vao cong viéc,
thay vi vao tinh cach méi ca nhan

= Tranh dé xay ra tinh trang thang/thua

= Hwdng dan va ho tro nhirng ca nhan von
can cé thoi gian dé gidm bét cang thang
do méau thuan

Nhap mon CNTT&TT
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Binh thwong hoa

2016

= Nhan thay lgi ich that sw ttr nhom.

Nhin nhan nguyén do xung dot.
Ngoi lai gidi quyét.

Giao tiép dé dang hon.

Chap nhan lang nghe.

Nhap mon CNTT&TT
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Thao luan

= Nhirng hanh vi c6 hiéu qua va hanh vi
khéng hiéu qua khi lam viéc theo nhém?
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Hoat dong troi chay

= COng viéc di vao 6n dinh.

= Giao tiép dé dang.

= Sw gan két thanh vién.

= Hé thong cong viéc thanh 1ap.
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Ky nang can cé

= KV nang giao tiép gira cac ca nhan
= KV nang gidi quyét mau thuan
= Khac phuc thoi ky tri tré trong nhom
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Ky nang giao tiep gitra cac ca nhan

= Ky nang lang nghe va phé binh trao doi
= Ky nang trinh bay y twédng
= Ky nang giao lwu tryc tuyén



Ky nang lang nghe va phé binh trao doi

= Lang nghe tich cwc

= Biét dat cau hoi

= Biét phan hoi mot cach xay dwng
= Biét tan gadu mot chut



Ky nang trinh bay y twé'ng

= Col chrng ngon ngtr, dieu bd khi trong
tam trang bwc boi

= Nén vui vé va co6 6c hai huéc

= Nén kién nhan khi trinh bay y twdong



Ky nang giao lwu trwe tuyén

= Qua email hay bang thdng bao
= Loi khuyén:

= Pirng viét email khi dang gian

= Poc lai théng diép trwdc khi g

= G email khi biét khi naonguw®i nhan co thé
doc

= Xac dinh thdi han tra 1o email (24-48 gid).

= Gap trye tiep hay noi chuyén qua dién thoai
khi co sw bat hoa



8. Mot s6 phan mém ho tror |am viéc nhém

2016

Teamviewer: sau khi cai va dang nhap c6 thé trao doi
v@i ban be qua tin nhan hoac truy cap vao may tinh cua
ban bé khi dwoc cap phép

Google drive: chia sé tai liéu, hinh anh
SVN, GIT: quan ly project cua nhém, cho phép cac thanh
vién cua nhém cung nhin thay ma nguon cua project,

moi ca nhan co thé stra d6i ma nguon c6 gidi quyét
xung dét khi ca 2 ngudi cung stra 1 file

Microsoft Visual SourceSafe (VSS) quan ly ma
nguon cla nhém, tich hop san vao Visual studio

Nhap mon CNTT&TT
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Cdng cu ho tror quan ly dw an

= Microsoft Project 2000: ho trg quan ly
dw an phan mém

= Visio 2000: tao bang biéu, mé hinh
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Microsoft Project 2000

1 & Microsoft Project - Project1 - huongyd - Iﬂlﬂ
| File Edit View Insert Format Tools Project Window Help J-1| 5||
‘Dﬁ‘-ﬂ|§@.'~"?|xﬁaﬂ.<§ﬂi|ﬁﬁ=“’ € | 1ioGroup ey @@,
q..p+-ﬁhm-|ma| - 8 §§|mnasks A

Feb 22, 'D4 Feb 29, '04 Mar 7, '04 Mar 14,'04 &

Task Name Duration | Start

Glpagd khdch hdng  2days  Mon 2/23/04
Phén tich yéu céu Idays Wed 225104
Thiét ké thng the 2days  Mon 31/04
Thiét ké dib lidu Jdays  Wed 3/3/04
Cai dat chic néng 2 3 days hion 3804
Calddt chicndng B 4 days Mon 38104
Tich hop 2 days Fri M 204
Hiem thir 2days  Tue 3MED4

e N

sm[Tw[TIFls smTwW T[FisisimiTw[T[Fis|[sm[Th

of

|ExT |CaPs |NUM [SCRL |OWR

4
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Gantt Chart tao bang Visio 2000

IF&bEE.E"ﬂm IFeb.?QEDﬂ-! Lm:?m
ID |  Task Name Start End  |Duration
23| 24| 23 2Bl29| 1| 2| 3 Flé G| 11
1 Effﬁkhéfh 2/23/2004| 2242004 2d |
2 | Phan tich véu ciu | 2/25/2004( 2/26/2004| 2d ]
3 | Dactiyéucan |2/27/2004] 2/27/2004| 1d
4 | Phan tich hé theng| 3/1/2004 | 3/3/2004 | 3d ]
5 | Thift ke téng thé | 3/4/2004 | 3/10/2004| 5d e
6
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