AIX »+ QUY TRINH VAN HANH CHUAN (SOP)

B6 cdng cu chuan héa div liéu céng trinh

Tai liéu thuwc chién ERP « Al-X — ai-x.vn * Cap nhat 2026-08-17 08:56:47

Phién bén PDF mién phi — lién hé Al-X dé nhan bo biéu méu dién sén & tw van 16 trinh.

B& cong cu thwe hanh di kém SOP quén ly dir liéu va hé so cdng trinh tap trung, va bai viét D liéu phan tan trén
Excel, Zalo, Email . Gém 6 biéu mau: Checklist kiém ké ngudn di liéu, Template danh muc hd so cong trinh, Data
Dictionary mau, Quy tdc ma héa Master Data, Biéu mau dang ky thay déi di liéu va Dashboard chét lwong div
liéu.

Hwéng dan Bo cong cu chuan héa dir liéu céng trinh

B& codng cu nay di kém SOP-DATA-01 , dung dé trién khai thuc té viéc chudn héa dir liéu cong trinh cho cong ty
thiét ké & thi cong noi that. Gdm 6 biéu mau/cong cu, md ta chi tiét trwdng dir liéu tai Template & Field Guide ,
checklist thao tac tai phan Checklist , va mé ta dashboard tai phan Dashboard .

1. Danh muc biéu mau

1 Checklist kiém ké& ngudn | phan Checklist Khi bt diu ap dung SOP,
di liéu hodc ra soat dinh ky mbi
quy
2 Template danh muc hd so | Template & Field Guide, | Khi kh&itao mét cong trinh
cbng trinh muc 1 mai
3 Data Dictionary mau (bang | Template & Field Guide, | Dung thwong trwc, cap
ma hdéa Master Data) muc 2 nhat khi c6 ma maoi
4 Quy tdc ma hoéa Master | Template & Field Guide, | Tham chiéu méi khi tao ma
Data muc 3 khach hang/dy
an/BOQ/vat tw/NCC méi
5 Biéu mau dang ky thay ddi | Template & Field Guide, | Khi can thay ddi ciu truc
dir liéu muc 4 Master Data da ban hanh
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Dashboard chét lwong di
liéu

phan Dashboard

Theo déi hang tuan trong
budi review di¥ liéu

2. Muc dich cua tirng biéu mau

- Checklist kiém k& ngudn di liéu : xac dinh hién dang cé bao nhiéu ngudn dir liéu roi rac (Excel ca nhan,

Zalo, email) cho méi loai théng tin, t d6 chon ra ngudn chinh thirc duy nhét.

- Template danh muc hd so cong trinh : liét k& ddy dd cac loai hd so mét cong trinh can co, vi tri lwu triv,

trang thai, nguwdi phu trach — tranh thiéu hé so’ khi nghiém thu/thanh toan.

- Data Dictionary mau : dinh nghia tirng trwdng di liéu (tén trwdng, kidu div liéu, bat budc hay khong, vi du)

dé moi ngwoi nhap liéu thdng nhét.

- Quy tdc ma héa Master Data : quy dinh cAu tric mé cho khach hang, dw an, BOQ, vat tw, nha cung cap —

loai bd tinh trang mét hang muc cé nhiéu tén goi khac nhau.

- Biéu méau dang ky thay di div liéu : kiém soat khi ai d6 mudn thém/slra ciu tric Master Data, tranh thay déi

tuy tién lam vé& tinh nhat quan di liéu.

- Dashboard chét lwgng di liéu : theo d6i mire dd tuan tha SOP theo thoi gian thwe, phat hién sém khi di

liéu bt dau phan tan tré lai.

3. Ngweoi lap, ngwoi kiém tra va ngwei phé duyét

Checklist kiém k& ngudn
di¥ lieu

Data Owner téng thé

PM + QS + Mua hang
(theo pham vi phu trach)

Data Owner téng thé

Template danh muc hé so
cbng trinh

PM

Data Owner téng thé

Data Owner téng thé

Data Dictionary mau

IT/Admin hé théng

Data Owner theo loai di¥
lieu

Data Owner téng thé

Quy tdc ma hoa Master
Data

QS (cho BOQNa&t tw) +
Kinh doanh (cho khach
hang)

Data Owner téng thé

CEO/BOD (l&n d&u ban
hanh), Data Owner téng
thé (cac 1an cap nhat sau)

Biéu mau dang ky thay di
d liéu

Nguoi dé xuét thay ddi
(bt ky vai trd nao)

Data Owner theo loai dir
liéu lién quan

Data Owner theo loai dir
liéu lién quan

Dashboard chét lwong div
liéu

IT/Admin hé théng

Data Owner téng thé

Data Owner téng thé

4,

Xem chi tiét field-by-field tai Template & Field Guide . Nguyén tac chung &p dung cho moi biéu mau trong bd cong
cu:

Hwéng dan dién tirng trwdng

- Trweng co ky hiéu (*) 1a bat budc — khong dwoc dé trong.

- Moi trwdng ma (mé khach hang, ma dw an, ma hang muc...) phai theo ding cau tric tai Quy tdc ma hoa
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Master Data, khéng tw dat ma ngoai quy tac.
- Trwéng ngay thang dung dinh dang théng nhat DD/MM/YYYY .
- Trwdng tién té dung don vi VND, khong viét tit (khong dung "tr", "ca"...).

- Khéng copy-paste nguyén hang tu file khac ma khéng kiém tra lai dinh dang cot dich.

5. Vi du c6 dir liéu minh hoa

Vi du mang tinh minh hoa, khéng phai sé liéu that.

Cong trinh BT-2026-014 (biét thy, TP. Tha Birc):

Ma dw &an | Tén hang muc BOQ | Ma hang muc | Ponvi | Khéilwong | Don gia (VND) | Nha cung cép
BT-2026-014 | Tu béptrén | VI-TUBEP-TREN | B6 | 1 | 18.500.000 | NCC-0042

BT-2026-014 | Op twong phong khach | VT-OPTUONG-PK | m? | 32 | 850.000 | NCC-0017

Vi du nay minh hoa cach ma hang muc ( VT-TUBEP-TREN ) va ma nha cung cap ( NCC-0042 ) dwgc dung théng
nhét thay vi g& tw do nhw "t bép", "Ta Bép Trén", "TU BEP TREN" & ba noi khac nhau.

6. Quy tac validation

- Ma dy an phai 1a duy nhét trong toan hé théng — khong dwoc tring véi bat ky ma dw an ndo da ton tai, ké
ca cong trinh da dong.

- M4 hang muc BOQ phai ton tai trong Data Dictionary trwéc khi dwoc ding trong bat ky BOQ nao; khéng
tao ma hang muc "tam" rdi quén chuan héa sau.

- S6 revision cla tai liéu phai tang dan, khéng dwoc bd sé hodc dung lai sb revision ci.

- M6t trwerng bét budc (*) dé tréng sé khién ban ghi bi danh dau "Khoéng hop 18" trong 1an kiém tra chat lwong
di liéu dinh ky.

- Ma nha cung cép phai khép véi danh muc nha cung cip da qua danh gia cta bd phan Mua hang; khéng
dung ma tw dat cho nha cung cép chwa dwoc thdm dinh.

7. Cong thirc KPI

Ty 1& hd so cd ngudn chinh thirc (S6 hd so trang thai "Approved" + Téng sé hd so can
quan ly) x 100%

Ty |& ban ghi hop lé (Sb ban ghi khong 16i = Téng sb ban ghi dwoc kiém tra) x
100%

Thoi gian xt ly thay di di liéu trung binh Tbng sb ngay x ly cac yéu cau trong ky + Sé yéu cau
trong ky

Ty I& ma hang muc chuén héa (S6 ma hang muc c6 trong Data Dictionary + Téng sé ma

hang muc dang dung thuc té) x 100%

Céac mirc muc tiéu tham khao cho tirng KPI dwgc néu trong SOP-DATA-01 muc 11 va phan Dashboard .

8. Ban mo ta dashboard

Xem chi tiét day da (bd cuc, chi s6, ngwdng canh bao) tai phan Dashboard .

9. Hwéng dan sir dung trong Excel va khi chuyén 1én ERP
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Trong Excel/Google Sheet (giai doan chwa c6 ERP): 1. Tao mdt workbook dung chung duy nhat cho Master Data
(khéng dé& méi phong ban c6 ban riéng). 2. Dung Data Validation (D@ liéu > Xac thwc dir liéu) dé gidi han cot ma
hang muc chi dwoc chon tir danh sach Data Dictionary, tranh go tw do. 3. Khoa (Protect Sheet) cac c6t ma hoa
gbc, chi Data Owner c6 quyén chinh stra; cac phong ban khac chi dwoc nhap vao cot div liéu tac nghiép. 4. D&t
tén file va s revision theo ding quy téc tai muc 6 trong SOP — khéng stra d&, luén "Save As" ban mai.

Khi chuyén lén ERP: 1. Import Data Dictionary hién tai thanh danh muc (master data) trong module twong ng
(BOQ, vat tw, nha cung cap, khach hang) — khdng nhap tay lai tv dau dé tranh sai léch. 2. Anh xa (mapping)
ding ma hang muc Excel cii sang mé trong ERP, gitr nguyén c4u trdc ma da quen dung néu cé thé, dé gidam xao
trén cho ngwoi dung. 3. Thiét 1ap phan quyén trong ERP theo ding bang RACI tai SOP-DATA-01 muc 6 — khéng
cap quyén chinh sira Master Data cho toan bdé ngwdi ding. 4. Chay song song Excel va ERP trong 2—4 tuan dau
dé dbi chiéu, chi chinh thirc ngirng dung Excel khi sé liéu hai bén khép nhau 6n dinh.

10. Tiéu chi xac dinh biéu mau da hoan thanh
M6t biéu mau/céng cu dwoc xem la "da ap dung day da" khi:

- C¢6 Data Owner dwoc chi dinh ré va da ky xac nhan trach nhiém.

- Tét ca ban ghi bat budc (*) trong biéu mau khéng con tréng.

- Pa chay dwoc it nhat mot chu ky kiém tra chéat lwong di liéu (2 tudn) ma khong phat sinh 16i ma trung/thiéu
nghiém trong.

- D@ liéu trén biéu mau khdp 100% véi dir liéu dang thuwe té siv dung dé thi cong/thanh toan (khdng con "hai
phién ban sy that").

Checklist kiém ké nguén dir liéu céng trinh

Dung dé ra soat hién trang di liéu trwée khi ap dung SOP-DATA-01, hoac kiém tra dinh ky mdi quy xem tinh trang
phan tan c6 quay lai hay khong.

Nguoi lap: Data Owner tong thé - Ngudi kiém tra: PM, QS, Mua hang (theo pham vi phu trach) - Ngudi phé duyét:
Data Owner tdng thé

Cach str dung

- V6&i méi loai div liéu & bang duwdi, liét ké tAt ca noi hién dang lwu trik né (ké ca Excel ca nhan, Zalo, email,
giay).

- Danh d4u ngudn nao sé tré thanh ngudn chinh thirc duy nhét theo SOP.

- V&i cac ngudn con lai, ghi rd hanh dong: gdp vao nguén chinh thirc, hay ngirng s dung.

- Hoan thanh 100% cac dong thi checklist méi dwgc xem la da ap dung xong (xem tiéu chi hoan thanh &
cudi file).
Bang kiém ké
Loai di¥ liéu | Ngudn hién tai (liét k& hét) | Ngudn chinh thirc dwoc chon | Hanh ddng véi ngudn con lai | Nguwoi phu
trach | Hoan thanh ((dung)/(sai))
Ma khach hang | [1 ] []
Ma dy an/cong trinh | [1 | []
BOQ va revision BOQ | [] | [1]
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Banvéthicong | []1 | []

Danh mucvattw | [] | []

Danh muc nha cung cép/thau phu | [] ] []
Tiéndd thicong | [1 | []

Hb so nghiémthu | [1 ] []

Ho so thanh toan | [] ] []

Yéu cau thay dbi/phat sinh (VO) | [] | []
Cong no theo cong trinh | [] | []

Vi du dién mau (mang tinh minh hoa):

Loai di¥ liéu | Ngudn hién tai | Nguén chinh thirc dwoc chon | Hanh dong véi nguén con lai | Ngwdi phu trach |
Hoan thanh

BOQ va revision BOQ | Excel may QS, Excel may PM, ban in gidy tai céng trwong | Thw muc dw an dung chung
\SERVER\DuAN\BT-2026- 014\BOQ | Ngwrng dung ban trén may ca nhan; sb héa ban gidy rdi hdy | QS | (dung)
Yéu cau thay dbi/phat sinh (VO) | Tin nhan Zalo nhém céng trinh, email réi rac | Change Request Form luwu tai thw
muc dy an | Trich xuét cac VO da duyét qua Zalo/email vao Change Request Form héitd | PM | []

Checklist bé sung — kiém tra chéo trwéc khi déng dot kiém ké

- [ 1 M@i loai di¥ liéu chi con dung mét nguén chinh thirc dwoc xac nhan.

- [1 T4t ca Data Owner lién quan da ky xac nhan nguén chinh thirc do ho phu trach.

- [1 Khéng con quyét dinh phé duyét quan trong (VO, thay déi ngan sach) chi ton tai trén Zalo/email chuwa
dwoc lwu triy tap trung.

- [ ] Danh sach "ngudn can ngirng st dung" da duoc thdng bao tdi toan bd ngudi lién quan.

- [1Da 1én lich dot kiém ké tiép theo (khuyén nghi: méi quy).

Tiéu chi hoan thanh
Checklist dwo'c xem 1& hoan thanh khi toan bd 11 dong trong bang kiém ké déu cé cot "Hoan thanh" danh (dung),
va checklist bd sung phia trén khéng con muc nao chua tick.

Template & Field Guide — Bd cong cu chuan héa dir liéu cong trinh

Tai liéu nay md ta chi tiét tivng trworng di liéu cho 4 cdng cu con lai trong bd (ngoai Checklist & phan Checklist va
Dashboard & phan Dashboard ).

§1. Template danh muc hé so’ céng trinh

Muc dich: liét ké day di cac hd so mot cong trinh bt budc phai co, theo ddi trang thai va vi tri lwu trir, tranh thiéu
hd so khi nghiém thu ho&c thanh toan.

Nguoi lap: PM - Nguoi kiém tra: Data Owner téng thé - Ngudi phé duyét: Data Owner tong thé
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Ma dv an *) Text, theo Quy tdc ma hoa | Phai da ton tai trong Data
§3 Dictionary
Loai hd so ) Danh sach chon: Hop | Chon dung 1 loai, khdng
déng / BOQ / Ban vé / | détréng
Nghiém thu / Thanh toan /
VO / Khac
Tén hd so *) Text P&t tén theo quy tac:
[Loai]_[Ma dy
an]_vlrevision]
Vi tri lwu triv ) Puong dan/URL Phai 1a vi tri ngudn chinh

thirc theo Checklist kiém
ké

S6 revision hién tai

Sé nguyén, bat dau tir 0

Tang dan, khéng bo sb

Trang thai

Draft / Review / Approved /
Issued / Obsolete

Chi ban
"Approved"/"Issued" dwogc
dung lam can ct

Nguwd&i phu trach ) Tén + vai trd Nguwdi chiu trach nhiém
cap nhat hé so nay

Ngay cap nhat gan nhéat ) DD/MM/YYYY Cap nhat méi lan co
revision maoi

Ghi chu Text tw do Ly do thay ddi, tham chiéu

VO lién quan (néu cd)

Vi du minh hoa (di¥ liéu md phdng):

Ma dy an | Loaihdso | Ténhdso | Vitrilwu tri | Revision | Trang thai | Nguwoi phu trach | Ngay cap nhat

BT-2026-014 | BOQ | BOQ_BT-2026-014_v1 | \SERVER\DUAN\BT-2026-0 14\BOQ | 1 | Approved | QS — Tran

van A | 15/05/2026

BT-2026-014 | VO | VO_BT-2026-014_001 | \SERVER\DuANn\BT-2026-0 14\VO | O | Approved | PM — Nguyén

ThiB | 14/05/2026

Validation: khédng dwoc cé hai hd so cung "Loai hé so" & trang thai "Approved" cho cing mét ma dy an cung lic
— ban méi Approved thi ban cii phai chuyén "Obsolete".

§2. Data Dictionary mau (bang ma héa Master Data)

Muc dich: dinh nghia thdng nhéat tivng loai ma dung trong toan bd dir liéu cong trinh, d& khéng con tinh trang mot
hang muc cé ba tén goi khac nhau.

Nguwoi 1ap: IT/Admin hé thdng - Nguwoi kiém tra: Data Owner theo loai di liéu - Ngwoi phé duyét: Data Owner tdng

thé
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Hang muc BOQ / Vat tw /
Nha cung cép

Ma (Code) *) Text, theo Quy tdc m& hoéa | Duy nhét trong toan hé
§3 théng
Tén day du *) Text Tén tiéng Viét cé dau, dé
hiéu
Loai déi twong ) Khach hang / Dy éan /

Pon vi tinh (néu la vat
tw/hang muc)

Text

m?, bo, cai, md...

Trang thai ) Active / Inactive "Inactive" khi nglrng dung,
khong xda dé gitr lich st
Data Owner phu trach *) Tén + vai tro Nguoi duy nhét cé quyén
stra dong nay
Ngay tao *) DD/MM/YYYY
Ghi chu Text tw do
Vi du minh hoa:

Ma | Tén day da | Loai déi twong | Bon vitinh | Trang thai | Data Owner
VT-TUBEP-TREN | TG bép trén | Hang muc BOQ | B6 | Active | QS — Tran Van A
NCC-0042 | Céngty TNHH Vat lieu Noi that Phwong Nam | Nha cung cdp | — | Active | Mua hang —Lé Van C
KH-2026-088 | Congty CP Dau tw Bat dong san XYZ | Khach hang | — | Active | Kinh doanh — Pham Thi D

Validation: ma khéng dwoc tring; mét khi ma da "Active" va dang duoc tham chiéu & bat ky BOQ/hd so ndo thi
khong dwoc ddi tén dbi twong — chi dwoc thém ghi chi, mudn ddi tén phai qua Biéu mau dang ky thay ddi di liéu

(§4).

§3. Quy tac ma héa Master Data

Muc dich: chuén cAu trdc ma cho 5 loai déi twong cét 16i, diing 1am c&n ctv khi tao ma mai trong Data Dictionary.

SR-2026-001 (Showroom)

Khach hang KH-[N&m]-[S4 the tw 3 chr | KH-2026-088 Nam ky hop ddng du tién
s6] v&i khach hang nay

Dw an/cong trinh [Viét tat loai | BT-2026-014 (Biét thw), | Viét tat loai hinh + nam ky
hinhJ-[Nam]{S6 the tw 3 | CH-2026-005 (Can hd), | hop déng
chir sb] VP-2026-002 (Van phong),
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Hang muc BOQ / vat tw VT-[Tén hang muc viét t&t | VT-TUBEP-TREN, Viét tdt ngédn gon, khéng
khong dau] VT-OPTUONG-PK d4u, phan cach béng gach
ngang; khong thém sb
cbng trinh vao mé& hang
muc vi hang muc dung
chung cho nhiéu céng trinh

Nha cung cép/thau phu NCC-[S6 thir tw 4 chi¥ sb] NCC-0042 S6 thr tw cép tuan tw,
khong tai st dung s cla
NCC da ngirng hop tac

Ho so/tai liéu [Loail [Ma dy &n] v[S6 | BOQ_BT-2026-014_v1, Loai viét hoa (BOQ, VO,
revision] VO_BT-2026-014_001 NT cho Nghiém thu, TT
cho Thanh toan)

Nguyén tac chung:

- M4 khéng d4u, khéng khoang trdng, diing gach ngang hodc gach duéi dé phan tach.

- Khéng ma héa theo tén ngudi tao hodc ngay tao — ma phai mé ta ban chét dbi twong.

- Mot khi ma da dwoc cap va sir dung, khong tai st dung lai cho déi twong khac ké ca khi déi twong cii da
ngirng hoat déng.

- Thay ddi cAu tric ma héa (vi du ddi sb chir s, dbi cach viét tat) phai qua phé duyét CEOQ/BOD vi anh
hwéng toan hé thdng — dung Biéu mau dang ky thay dbi di liéu (§4).

§4. Biéu mau ding ky thay déi div liéu

Muc dich: kiém soat khi c6 ngudi mudn thém/sira/xéa mot ma trong Master Data hoac thay dbi cau tric ma hoa,
tranh thay ddi tuy tién pha vé tinh nhat quan.

Nguoi lap: ngudi dé xuat thay ddi (bat ky vai trd nao) - Nguwoi kiém tra: Data Owner theo loai di liéu lién quan -
Nguoi phé duyét: Data Owner theo loai di¥ liéu lién quan (hodc CEQ/BOD néu thay ddi ciu tric ma héa toan hé

théng)
Ngay dé xuéat *) DD/MM/YYYY
Ngudi dé xuét *) Tén + vai tro
Loai thay dbi ) Thém maoi / Sta / Ngirng
st¢ dung (Inactive) / Déi
cAu truc ma hoa
Déi twong bi anh huéng ) Khach hang / Dy an /
Hang muc BOQ / Vat tw /
Nha cung cép / Céu tric
ma hoa
Mb ta thay ddi ) Text tw do Néu ro gia tri ci — gia tri
mai
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Ly do thay dbi *) Text tw do Bat buédc co ly do cu thé,
khéng ghi chung chung
"cho phu hop"

Pham vi anh huwéng *) Text ty do Liét ké cac cong trinh/hd
so dang dung ma nay

Nguwoi phé duyét ) Tén + vai tro Dién sau khi cé xac nhan

Ngay phé duyét DD/MM/YYYY Pé& trébng néu chuwa phé

duyét

Trang thai xt ly

Ché duyét / Da duyét / Tir
chéi

Vi du minh hoa:

Ngay dé xuat | Nguwdi dé xuat | Loaithay dbdi | Dbitwong | M6 ta thay déi | Ly do | Trang thai

12/05/2026 | QS —Trén Van A | Thém méi | Hang muc BOQ | Thém m& VT-VACHNGAN-KINH (Vach ngén kinh) |

Céng trinh BT-2026-014 phat sinh hang muc chwa c6 trong danh muc | Da duyét

Validation: khéng dwoc dwa ma méi vao st dung trong BOQ/hd so trwdc khi Biéu mau nay cé trang thai "Da

duyét".

Dashboard chat lwong div liéu — M6 ta thiét ké

Nguwoi 1ap: IT/Admin hé théng - Ngwdi kiém tra: Data Owner tdng thé - Nguwoi phé duyét: Data Owner téng thé

DPéi twong st dung: Data Owner tdng thé (chd tri review), Data Owner theo loai di liéu, PM, CEO/BOD (xem téng

quan).

Tan suét cap nhat: div liéu nén cap nhat hang ngay (tw déng néu cé ERP, thi cong cudi ngay néu con dung

Excel); dashboard dwoc xem truc tiép trong budi review di liéu hang tuan.

1. Muc tiéu cua dashboard

Cho Data Owner tong thé va CEO/BOD th&y ngay: di liéu cong trinh hién dang tap trung hay phan tan , sach hay

c6 16i , va ai dang cham x& ly — ma khong can ché hop giao ban méi biét.

2. B6 cuc dashboard

Hang 1 — 4 chi sé tdng quan (KP! tile):

Ty & hé so cé ngudn
chinh thac

(Sb hd SO
"Approved"/"Issued" +
Téng s6 hd so) x 100%

D6 néu < 85%,
85-95%, Xanh =2 95%

Vang
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2 Ty 1& ban ghi hop & | (S6 ban ghi khong 16i + | P& néu < 90%, Vang
(khong 16i) Téng sb ban ghi kiém tra) | 90-98%, Xanh = 98%
x 100%
3 S6 yéu cau thay déi dir | Pém ban ghi "Che duyét" | Pé6 néu > 5, Vang 3-5,
liéu dang ch& duyét trong Biéu mau dang ky | Xanh<2
thay déi
4 Thoi gian x@ ly thay déi div | Téng ngay x& ly + sb yéu | D& néu > 5 ngay, Vang
liéu trung binh (ngay) cau da dong trong ky 3-5, Xanh <3

Hang 2 — Biéu dd xu huéng (line chart): s6 16i di¥ liéu phat hién méi tuan trong 12 tuadn gan nhat, ngudn tir Nhat
ky xt ly 16i di¥ liéu. Xu hwéng nén di ngang hodc gidm dan; néu tang lién tuc 3 tuan 1a dau hiéu SOP dang bi bd

qua.

Hang 3 — Bang chi tiét theo codng trinh: mdi dong Ia mét cong trinh dang hoat déng.

Ma dw an

PM phu trach

Revision BOQ hién tai Sé revision + trang thai

S6 hd so con thiéu Pém hd so bét budc (theo Template danh muc hd so
cong trinh) chwa co6 ban "Approved"

Sé 16i dir liéu chua xtr ly T Nhat ky xt ly 16i di¥ liéu, loc trang thai "Chwa x ly"

Cap nhat gan nhat Ngay di¥ liéu cong trinh dwoc cap nhat 1an cubi

Hang 4 — Bang chi tiét theo Data Owner: dé biét ai dang x ly dung han, ai dang ton dong.

Data Owner

Loai di¥ liéu phu trach

Sé yéu cau dang cho duyét

Thoi gian chd trung binh (ngay)

S6 181 di liéu thudc pham vi phu trach

3. Nguén dir liéu cho dashboard

- Nhat ky xt ly 16i di¥ liéu (tr bwée kiém tra chat lwong dir liéu trong SOP muc 8, budc 5).

- Biéu mau dang ky thay dbi dir liéu (muc 4 trong Template & Field Guide).

- Template danh muc hd so cong trinh (§1 trong Template & Field Guide ).
Néu dang dung Excel: dashboard cé thé dwng bang PivotTable + biéu db trén cing workbook Master Data, cap
nhat thi céng trwéc méi budi review. Khi chuyén Ién ERP: cac bang trén tré thanh view/report tryc tiép tir di liéu
giao dich, cap nhat tw dong theo thei gian thuwec — khéng can t6ng hop tha cong.
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4. Cach doc dashboard trong budi review hang tuan

Nhin hang 1 trwéc — néu cé 6 dd, héi ngay nguyén nhan truwéc khi di vao chi tiét.

Nhin xu hwéng 16i (hang 2) — néu tang, xac dinh do mét coéng trinh cu thé hay 16i hé thdng lan rong.

Vao bang theo cong trinh (hang 3) — céng trinh ¢é nhiéu hd so thiéu nhat dwoc wu tién xa ly trwde.

- Vao bang theo Data Owner (hang 4) — néu mét Data Owner lién tuc c6 thdi gian chd duyét cao, xem xét

c6 dang qua tai hay can hé tro' thém.

5. Tiéu chi xac dinh dashboard da san sang s dung

- Ca 4 chi sb tébng quan hién thi dung cong thire, dbi chiéu khép véi div liéu gbe khi kiém tra thi cong mot
lan.

- Bang chi tiét theo codng trinh phan anh dung sé ho so thiéu tai thdi diém kiém tra.

- P4 duoc dung thir tdi thiéu 2 budi review hang tuan lién tiép ma khéng phat sinh sai léch sb liéu.

Xem thém: SOP: Quén ly di¥ liéu va hd so cong trinh tap trung — quy trinh day da di kém bé cong cu nay.
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Can bo SOP nay chay
trén hé thong thwc té?

Al-X thiét ké 16 trinh ERP & Al 90 ngay riéng cho doanh nghiép cta ban:
chuan héa di lieu — SOP sbé héa — dashboard diéu hanh.

ai-x.vn/contactus

Tai liéu phat hanh mién phi béi Al-X (ai-x.vn). Vui Iong khéng chinh stra ndi dung khi chia sé lai.
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