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I. MUC PiCH & PIEU KIEN TIEN QUYET

Module Khao sét (Survey) trong hé théng VietToanERP gilp doanh nghiép dé dang thiét 1ap cac mau khao
sat y kién khach hang (CSAT/NPS), danh gia chat lugng dich vu Logistics, hodc thuc hién kiém tra/danh gia
noi bd nhan vién. Hé théng hé trg tu déng gui qua email, tao dudng link chia sé cong khai va xuat bao céo

phan tich két qua truc quan.
Piéu kién tién quyét:
* Tai khoan ngudi dung da dugc cdp quyén st dung module Khao sat (Survey / User hodc Manager).
« Danh sach email d6i tugng can gui khao st (Khach hang, Déi tac, hoac Nhan vién) da dugc chuan bi.

» N&i dung bo cau hdi va cau trdc cau tra 10i da dugc phé duyét.

Il. HUGNG DAN THU'C HIEN CHI TIET CAC BUGC

Budc 1: Khai tao Bai Khao Sat Méi (Create Survey)

1. Truy cap vao module Khao sat (Survey) trén thanh menu chinh.
2. Nhan nut Tao (Create) dé bat dau tao khao sat méi.
3. Dién Tén khao sat (Vi du: Banh gia chat lugng dich vu Van tai Q4, Khao sat mic do hai long khach hang
CSAT..).
4. Nhap M6 ta / Lai chao ngan gon dé ngudi tham gia hi€u muc dich khao sat.
5. Thiét 1ap Ché do phan quyén:
« Cong khai (Public): Bat ky ai cé lién két (URL) déu co thé tham gia tra 15i.
« Riéng tu (Private / Authenticated): Chi nhitng déi tugng dugc mai qua email hoac tai khoan dugc cap
quyén mdi c6 thé dang nhap tra ISi.
6. Nhan nat Luu (Save) chiing tu.
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2 Khao sat Khéo sat Participations

Khéo sat/ Mdi

Huy bo
Create Live Session  Kiémthar  In Bdng
» 0
B Cau tra lai

Tiéu d& Khao sat

e.g. Satisfaction Survey

Ngudi phuy tréch Tuan Huynh [y
Cau hoi Mb t3 End Message Tuy chon
Xung hd Loai céu hoi
Add a question  Thém khu vuc

Hinh: Giao dién Khdéi tao Khdo sat Mdi va Thiét [dgp Quyén truy cap

Buéc 2: Xay dung B6 Cau Héi & Tuy chinh Thiét lap (Questions & Options)

1. M& bai khao sat da tao = Chuyén sang tab Cau héi (Questions).

2. Nhan 'Thém mdt muc / Phan' (Add a Section) dé chia khdo sat thanh cadc nhédm chd dé (néu bai khao sat
dai).

3. Nh&n 'Thém cau hoi' (Add a Question) = Clfa s6 tao cau hdi xuat hién:

+ Lua chon Loai cau hoi (Question Type): Trac nghiém chon 1 dap an (Multiple choice: only one answer), Tréac
nghiém chon nhiéu dap an (Multiple choice: multiple answers allowed), o} nhap van ban ngan/dai (Text Box),
Panh gia s6 diém/Sao (Rating), hodc Ngay thang.

+ B4t tinh nang 'Cau tra I5i bat budc' (Mandatory Answer) néu yéu cau ngudi dung khong dugc bé qua.

« Bién danh sach cac phuang an lua chon trong tab Bap an (Options).

4. St dung thao tac kéo & tha dé sap xép th(r tu uu tién hién thj clia cac cau hoi.

& CAU HINH TiNH PIEM & THOI GIAN: D6i véi cac khao sat noi bd hodc bai kiém tra nang luc nhan
vién, ban c6 thé chuyén sang tab 'Options' ctia Khdo sat dé bat tinh nang 'Tinh diém bai khao sat' (Scoring
Rules) va dat Thai gian gidi han lam bai (Time Limit).
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Khao sat Khdo sat Participations

Khao séat / BAO CAO SALES TUAN 2-2025

Tao  Action 2/44 £ >
Create Live Session  Kiémthir  In  Bang -

Tiéu d& Khao sat

BAO CAO SALES TUAN 2-2025

MNgudi phy tréch L& Quang Hiru Dung
Cau hoi M6 t3 End Message Tuy chon

Xung hd Loai cau héi

S0 LUONG LEAD TAO MG TUAN QUA ®
S8 lueng Lead tim kiém mdi tudn qua Gid tri kigu s6 =
M& ta Lead 1 HGp van ban nhiu dong =
M& 14 Lead 2 HGp van ban nhigu déng =
M5 ta lead 3 H&p van ban nhigu déng |z
MG ta Lead 4 HGp van ban nhigu dong =
M& 14 Lead 5 HGp van ban nhigu déng =
S 11ING TICKET AE MeY ] -

Hinh: Man hinh cdu hinh néi dung va loai cdu héi trong Survey

Buéc 3: Gui Khao Sat & Thu Thap Phan Héi (Share & Collect)

1. Kiém tra lai néi dung bang cach nhan nat 'Duyét / Xem trudc' (Test / Preview) & goc trén.
2. Khi da san sang, nhan nat 'Chia sé' (Share) hoac 'Bat dau khao sat' (Start Survey).
3. Lva chon phuaong thac gui:

« Cach 1 (Sao chép lién két): Sao chép dudng link khao sat cdng khai dé€ dan vao Zalo, Facebook, Website
hodc dinh kém trong héa dan/chiing tu.

« Cach 2 (GUi Email tryc ti€p): Chon danh sach Lién hé (Contacts) hoac g& dia chi email = Nhan 'Gdi email’
dé hé théng tu déng phat tan thu mai kém link ca nhan héa.
4. Theo d&i sé lugng lugt phan hoi tinh theo thai gian thuc tai nat thong minh 'Két qua' (Registered /
Answers).
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Khao sét BAO CAO SALES TUAN 2-2025

Survey URL [ https://app.viet-toan.com/survey/start/6490682d-4196-4922-a964-68c5b1591e20

Ngudi nhén Thém lién hé cé san..

Chu de Participate to {{ object survey_id display_name }} survey

Dear participant

You have been invited to take a new certification. We are conducting a survey and your respanse would be appreciated

Start Cerlification Start Survey

Please answer the survey for 05/05/2021.

Thank you for your participation

Hinh: Ctra sé Chia sé lién két va Gui email khdo sat

Buéc 4: Phan Tich & Bao Cao Két Qua Khao Sat (Analyze Results)
1. M3 bai khao sat = Nhan nat thong minh 'Két qua' (See Results).
2. Hé théng téng hgp tu déng dudi dang biéu do tron (Pie chart), bi€u do cot (Bar chart) va théng ké ty 1é %
cho tiing cau hoi.
3. Xem chi tiét phan héi tiing ca nhan bang cach nhan 'Cau tra I5i chi tiét' (Detailed Answers).
4. Nhadn nut 'Xuat dir liéu' (Export) dé tai toan bdé bang phan hoi vé file Excel (XLSX) hoac PDF dé phuc vu céng
tac phan tich va hop danh gia.
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BAO CAO SALES TUAN 2-2025 il

Dung cho céc sales lam béo cédo hang tuzn, Deadline : Trude 12h trua thir bay . D liéu nay sé dudc déi chiéu vai di liéu c6 sén trong hé théng
Odoo dé kiém tra chéo.

Y Filters

SO LUONG LEAD TAO MGI TUAN QUA

S6 lugng Lead tim kiém mdi tuan qua [ Numerical Value Jif 2 Answered | 0 Siipped |
= Most Common = All Data [ Maximum [ 2.0 ] Minimum | 1.0 Y Average |5k

User Responses Occurrence

2.0 1

1.0 1

Hinh: Giao dién Bdo cdo két qua khdo sat dudi dang biéu do truc quan

I1l. CHECKLIST RA SOAT QUY TRINH KHAO SAT CHUAN

O D3 chon dung Ché do phan quyén (Public hoac Private) cho bai khao sat.

[0 Cac cau hoi quan trong da dugc bat thudc tinh 'Bat budc tra 16i' (Mandatory).

[0 D3 nhan 'Test / Preview' dé kiém tra giao dién khao sat trén may tinh va dién thoai.
O Thu mai khao sat gii qua Email/Link hoat dong binh thudng.

O Két qua phan hoi dugc théng ké day du va da xuét file bao céo luu tri.



