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P01 / ALL

Forma Data Management la gi?
Trudc khi thao tac, hdy hiéu vai tro cla tirng céng cu trong quy trinh quan ly dir liéu.

Mét cau dé nhé

Forma Data Management (viét tat FDM) la moi trudng luu trit va cdng tac trén Autodesk Cloud, déng vai tro
Common Data Environment (moi trudng dir liéu chung - viét tat CDE) dé té chirc, quan ly file, dir liéu, ho so,
models, ban v&; kiém soat truy cap, review/phé duyét, issue, transmittal va bao cdo xuyén sudt du an.

PROJECT FILES REVIEWS TRANSMITTALS REPORTS

e Files — khu vurc quan ly tai liéu trung tam cdia du an, gém folder, permissions, versions, attributes, search
va sharing.

e Reviews — dua file vao quy trinh kiém tra/phé duyét c6 trang thai va ngudi chiu trach nhiém ré rang.

e Transmittals — phat hanh file chinh thirc t&i thanh vién hodac ngudi ngoai du an va luu lai lich st
gtri/nhan.

e Administration — quan ly members, quyén truy cap, project settings, templates va cac cau hinh lién
quan.

»’4 Forma Data Management

LG ENE IR TEL N AT EE- Yl Cloud-based Common Data Environment

LSl el b TR T \V16i trurdng dif liéu chung quan 1y tai liéu trén nén tang dam may
dam bao tat ca cac thanh vién trong dw an

d&u c6 quyén truy cap théng tin can thiét

ngay lap ttrc TICH HQP TRIFC QUY TRINH XEM XET
TIEP VO AUTOCAD, VA PHE DUYET
REVIT, CIVIL 3D s HOA

Single source of truthva | e MOBILE -

Data Ownership cho Té = e 2
81M model i ol
ANV TA FormalData Management cAu TRUC DU
VAN BE (Docs; LIEU CHUAN HOA
B0 VAN BE A
Hub/CL VA PHOI HOP KIEM

chtre, Doanh nghiép
(ISSUES), HO E cép chuong trinh

A (Y
|| SO TRINH NOP, (program-level) cho owner SOAT XUYEN

XEM XET, GHI TICH HOP Al
CHU 2D, 3D, , ASSISTANT HO TRQ!
OFFICE g TRUY VAN THONG
e R— TREN WEB, 4 & TIN DY AN
| B T g :
B > ]

CHUYEN GIAO NHIEU DIy AN
PACKAGES
Quan tri thay déi dam . A KET NOI DATA END TO END
Tz TiCH HQP VA KET NOI v 5
30 kié 4 ’ TU THIET KE DEN THI CONG
bao kiem soat BIM - GIS - DIGITAL TWIN VA VAN HARH
(Audit trail & dispute
readiness)
A ) | « Don gian hoa viéc cong tac va trao déi div liéu v&i cac cong cu tir Cad dén BIM.
% ”H NIHHHHHHWIH“ o - « Hop ly hoa viéc quan Iy tai liéu va giao tiép trong duw an.
— ot A

- Cai thién sw lién két cac nhém, don vi tham gia dw an va kiém soat tién trinh

Program visibility & : e o PR o B .

reporting (quan Iy va « Tiet kiém thoi gian, han ché 16i va lam lai. Nang cao nang suat
bao cao tong thé) TR

Tén méi [/ tén cii

Autodesk Docs da dugc d6i tén thanh Forma Data Management. Trong Desktop Connector 2027.0.0 tr& di, Docs

connector dugc goi la Autodesk Forma / Forma connector. M6t sé dudng dan local ci nhuw ACCDocs van c6 thé
ti€p tuc ton tai.



P02 / ALL
Dung so tay nay nhu mét ban d6 hoc va lam viéc

Hay dung s6 tay dé nam quy trinh va chon ding cong cy; khi can thao tac chi tiét, md lién két Autodesk & cudi
moi chd de.

Ban la ai? Poc truéc Sau d6 / Khi can

P01-P04, P13-P19, P21, P23, P26-  B&t dau vdi Files, version, markup, sharing va

Ngui dung méi P28 Desktop Connector

Project Admin / BIM PO1-P12, P19-P28 D9c P1§—P18 d\e kiém thL{tral nghiém ngudi
Manager dung va quy trinh thuc té

P01-P0O3, P12-P21, P23-P25, P27-

Document Controller P8

Uu tién Files Log, Review, Transmittal va audit

PO1-P04, P13-P19, P21, P23, P26-  Uu tién upload, version, viewer/markup, Review

G ? 00 P28 va Desktop Connector

Tap trung version/compare, markup/issue va

Reviewer [ Approver P01-P04, P16-P19, P21-P23, P28 Review/Approval

Ba ngu6n nén dung cung nhau

e S8 tay nay — giadi thich khai niém, quy trinh, cach lua chon céng cy, thuc hanh khuyén nghi va 16i thudng
gap. )

e Autodesk Help — huéng dan thao tac chi tiét va thdng tin md&i nhat vé giao dién, quyén truy cap va gidi
han san pham.

e Learning Center — video va khéa hoc thuc hanh; phu hgp khi ban muén hoc theo bai hodc xem vi du
turng budec.

Luu y vé cap nhat
Giao dién va tén mot so tly chon cé thé thay d6i theo phién ban. Khi man hinh thuc té€ khac sé tay, hay
dung lién két Autodesk Help & cudi chd dé dé xem hudng dan mai nhat.

XEM THEM TREN AUTODESK

» Forma Data Management Help

+ Autodesk Forma Learning Center - All Courses



https://help.autodesk.com/view/DOCS/ENU/
https://learnacc.autodesk.com/page/all-courses#products_forma-data-management

Cach hinh dung CDE va b0 cong cu

Mot du an dugc té chire t6t khéng bat dau tir viéc upload file, ma tir viéc xac dinh ai tao thong tin, luu & dau,
ai dugc xem/slra va khi nao tai liéu dugc phat hanh.

CREATE / UPDATE STORE & VERSION REVIEW APPROVE / SHARE AUDIT

Cau hdi quan tri Co ché chinh

Tai liéu ndm & dau? Files + folder structure

Ai dugc thay [ stra? Folder permissions + member/role/company
Tén va metadata c6 chuan khong? Naming Standard + Attributes

Ban nao la ban hién hanh? Version History + Current version

Ai kiém tra/phé duyét? Reviews + Approval workflow

Phat hanh chinh thic bang gi? Transmittals

Kiém tra lai lich s&r bang gi? Reports / Files Log / permission reports

Thiét ké trudc khi cau hinh (thiét 1ap settings)
Néu folder, permissions va review workflow chua rd, chua nén dua toan bd nhém dy an vao st dung. Cau
hinh nén phan anh ding quy trinh théng tin dé tranh phai stra lai vé sau.

XEM THEM TREN AUTODESK
» About Files
* Project Administration

+ Autodesk Forma Learning Center - Getting Started



https://help.autodesk.com/view/DOCS/ENU/?guid=Files
https://help.autodesk.com/cloudhelp/ENU/Docs-Admin/files/Project_Administration.html
https://learnacc.autodesk.com/docs-getting-started

P04 / USER

30 phut dau tién cho ngu¢i dung méi

L6 trinh t6i thi€u gitip ngudi dung mdi ty tin lam viéc trong du an.

MARKUP /
OPEN PROJECT FIND FILE OPEN / VIEW VERSION

SHARE
ISSUE

¢ 1. Vao Data Management - Files. Nhan biét folder tree, danh sach file va menu thao tac.
e 2. M& mot file. Biét viewer, thong tin file va cach quay lai Files.

e 3. Xem Version History. Hiéu file khdng can déi tén mai lan cap nhat.

e 4. Thir Search and filter. Tim file theo tén/type/date/attributes thay vi click folder lién tuc.

e 5. Tao mot markup thir nghiém. Hiéu markup la I6p ghi chi, khong phai mét file PDF mai.

e 6. M& Share. Phan biét share vd&i project member va cac luva chon khac.

NGi dung dé sau

Thiét Iap Naming Standard, Approval workflow, Transmittal settings va Project Template cht yéu danh
cho Project Admin. Ngudi dung thdng thudng chi can hiéu chiing dnh hudng thé nao téi cdng viéc hang
ngay.

HINH SS-01 — Giao dién Data Management > Files

2 AUTODESK

&) Data Management ~ BIM Coordinator training_Sample Project

.
)
&) specineation Files
2 folders  Packages  Holding area @ e =
C vD &) Upload @ Export v S d filt =
)
©
- Name Ve Markups  Issues E Last updated Updated by Review status ©
&b
(B R25_a 28M8  Feb15,202511:09.. @ Chép nhan
®= (4] héi
RBr o m hig
LS desk_H t & 18 515 o r chéi
®e desk_H t @ b 15 @ ap n

XEM THEM TREN AUTODESK
» About Files

» File and Folder Actions

* View Version History
« Search and Filter Files

* Learning Center: tim hi€u vé Files


https://help.autodesk.com/view/DOCS/ENU/?guid=Files
https://help.autodesk.com/cloudhelp/ENU/Docs-Files/files/File_Folder_Actions_Docs.html
https://help.autodesk.com/cloudhelp/ENU/Docs-Files/files/file-folder-actions/View_Version_History_Docs.html
https://help.autodesk.com/cloudhelp/ENU/Docs-Files/files/Search_Files.html
https://learnacc.autodesk.com/acc-files

Trinh tw trién khai mét du an

Thiét 1ap theo dung th ty gitip gidm viéc phai sra permissions, folders va quy trinh sau khi nhém duy an da
bat dau lam viéc.

SCOPE TEMPLATE MEMBERS FOLDERS PERMISSIONS  WORKFLOWS PILOT GO-LIVE

e 1. Xac dinh pham vi. Ai tham gia, b6 mén/céng ty nao lién quan, tai liéu nao la ban ghi chinh thirc va
luéng review/phat hanh dién ra nhu thé nao.

e 2. Chon template. Néu t6 chirc c6 nhiéu du an tuong tu, uu tién Project Template dé tai sir dung cdu hinh.

e 3. Chudn héa mé hinh ngu@i dung. Xac dinh Role/Company trudc, sau d6 méi bé sung Member cu thé.

e 4. Tao folder va permissions. Thiét k& cac folder cdp cao ré rang dé tan dung co ché ké thira quyén.

e 5. Thiét Iap Naming/Attributes. Chi ap dung & nai thuc su can kiém soat; tranh tao quy tac phurc tap
khéng can thiét.

e 6. Cau hinh Reviews/Transmittals trudc khi du an bat dau phat hanh ho so.

e 7. Thir nghiém véi 3-5 ngui dung. Kiém tra cd web va Desktop Connector néu nhém lam viéc vdi file
trén may.

Piéu kién truéc khi dwa vao str dung
ft nhat mét Project Admin va mét ngudi dung théng thudng can xac nhan: nhin thdy dung folder, upload
dung vi tri, tao version dung, review hoat ddng va ngudi nhan nhan dugc dung thong tin.

XEM THEM TREN AUTODESK
* Project Administration

* Project Templates

+ Configure Project Templates for Forma Data Management

« Learning Center: khéa Hub Administration

* Learning Center: khdéa Project Administration



https://help.autodesk.com/cloudhelp/ENU/Docs-Admin/files/Project_Administration.html
https://help.autodesk.com/cloudhelp/ENU/Docs-Admin/files/project-administration/Templates_About.html
https://help.autodesk.com/cloudhelp/ENU/Docs-Admin/files/project-administration/about-templates/configure-templates/Configure_Templates_Docs.html
https://learnacc.autodesk.com/administration-account-administration
https://learnacc.autodesk.com/administration-project-administration

P06 / ADMIN

Members, Roles, Companies: xac dinh “ai” trudc
khi gan “quyén gi”
Quan ly quyén truy cap hiéu qua bat dau tir mé hinh ngudi dung, thay vi gan quyén riéng 1é cho tirng email.

MEMBER ROLE / COMPANY PROJECT ACCESS FOLDER PERMISSION

Thanh phan Nén dung khi

Member Ca nhan cu thé hoac trudng hop khéng phu hgp vai Role/Company chung
Role Nhiéu ngudi cung chirc nang: BIM Coordinator, Architect, Designer, PM...
Company Nhiéu ngudi cling t6 chirc, vi du: nha thau/tu van/giam sat,...

Project Admin Nhém nhd chiu trach nhiém quan trj project

e Quy tac 1 — Product access va folder permission la hai I&p khac nhau. Khi ngudi dung vao dugc du an
nhung khong thay file, hdy kiém tra ca hai.

e Quy tac 2 — V&i cau hinh I&p lai, Role/Company gitp thém hoac thay déi ngudi dung dé hon so véi gan
nhiéu permissions ca nhan. Do dé, wu tién thiét Iap theo Role/Company trong cac quy trinh lam viéc,
phan quyén va cong tac.

e Quy tac 3 — Nén c6 nhiéu hon mét Project Admin dé tranh phu thuéc mét ngudi.

HINH SS-02 — Project Admin > Members va cac I&p quyén truy cap
O Files

Le Hieu Hong Phuc X
£5) Sspecifications Members Lp  Mophonenumber
lehieuhongphuc@gmail.com
(2 Reviews
o Add members @ Export (68) Q_ search members by name or email... Y ritters (1) | €
© Transmittals
= Company
@ Issues Name Email Status Company T Role Access level Added on Datum bata [
b Managem Autodesk ASEAN v
EQ Boards AN A. anhanhvn.. Active ABC ArC... Design .. Project .. 08/20/2026 (] Role &
HH) H.  hohoangh Active ABC ArC... Architect Project 08/13/2026 O) H Technical Director X v
HT) H.  nguyenho Active ABC Su.. Archite... Project 08/20/2026 O) : Access level
Project administrator v
AN) A.  anhanhvn Active ABC Su. Archite... Project 08/20/2026 °
Assigned products and permissions ©
DN} d.. nguyenph. Active ADA Architect Project 08/12/2026 (] 0)
e D.  tuandn@p.. Active Aedas Architect Project 08/12/2026 ° : v Data Management
Files
AK) A.  acc-forma Active AISSA Assista Proje.. 04/22/2026 0
> Design Collaboration [ o)
LP) L.  lehieuhon.. Active Autode... Technic. Project 03/25/2023 °
> Model Coordination @
DD d.  dungdt@ Active ASIAN Architect Project 08/12/2026 0 .
Henouis HN) 5. mihiosoz7. Active ATR/BPN Architect project 08/13/2026 0 °
29 Members
P.  phucle@.. Active Autode... BIM... +1 Proje.. 04/03/2023 ° °
€, Bridg
=3 Insight
HM H.  hoangnm Active B4C Archite... Project 08/20/2026 ° 7 Insig ®©
L SRR,

XEM THEM TREN AUTODESK
* Project Administration

+ Manage Project Members

+ Companies
« Learning Center: khéa Project Administration
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P07 / ADMIN

Project Templates: chuan héa thay vi thiét lap lai

Project Template gitip t6 chirc ap dung cing mot bé quy tédc quan tri trén nhiéu du an ma khéng phai thiét
lap lai tir dau.

Nén dua gi vao template?

Nhoém Vi du

People / access Cac member mac dinh can c¢d; roles/companies lién quan
Files Folder structure va cac file chuan

Data Management settings Naming/attributes phu hgp, Reviews workflow

Reports Report templates/schedules/settings dugc hé trg

Khong can duwa moi thir vao template
Template nén chra cac cau hinh dung chung. Nhirng thiét 1ap dac thlu cda tirng dy an cé thé dugc Project
Admin hoan thién sau khi project dugc tao.

e Quyén thiét Iap - Project Admin c6 thé tao Project Template néu dugc Hub Admin cho phép. Hub Admin
quan ly Project Templates va quyén tao template & cap Hub.

e Khuyén nghi — tao template theo loai du an hoac phwong thirc trién khai, thay vi mét template qua
I&n cho moi truong hop.

e Phan cong quan ly — chi dinh mét nhém nhd Project Admin chiu trach nhiém cap nhat template khi
Autodesk thay d6i tinh nang.

HINH SS-03 — Project Template va cau hinh Data Management

) Hub Admin « o, Autodesk APACTS = o n-

A e Project Templates

g compar Active  Archive 1 Bridge sharing log

~ Sample Templates

General Contractor Public Service Owners nvestment Owners Owner Operator

Hub templates

@&

XEM THEM TREN AUTODESK
» Project Templates

+ Configure Project Templates for Forma Data Management

* Learning Center: khéa Hub Administration
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P08 / ADMIN

Folder Structure: don gian, ro muc dich va de

gan quyeén

~
N

Folder nén phan anh luéng théng tin va trach nhiém, khdng phan anh tén tirng ca nhan.

Vi du cau triac khai niém

01_WIP
02_SHARED
03_PUBLISHED

04_ARCHIVE

Vi du tham khao

Khu vurc 1am viéc ndi bd / dang phat trién

Noi dung da sén sang dé chia sé phéi hgp

N&i dung dugc phat hanh/dugc chdp thuan theo governance du an

Luu trr theo quy dinh n6i bd néu can

WIP / SHARED / PUBLISHED / ARCHIVE la cdu truc cac folder chinh (folder tong/parent folders) theo
chuan ISO 19650. Hay dung cdu trdc phu hgp véi hgp dong, ISO/BEP hodc quy trinh cla té chirc.

e Giir cac parent folder 6n dinh. Permission inheritance hoat déng t6t nhat khi cau trdc cap cao phan anh
ré ranh gigi quyén truy cap.
e Tranh tao qua nhiéu tang folder. Cau tric qua sau lam viéc tim kiém, phan quyén va st dung Desktop

Connector khé hon.

e Khdng nén dung folder dé thay cho metadata. Khi can loc theo discipline, status hodc revision,
Attributes thudng hiéu qua hon.

HINH SS-03B — Vi du CAC cau truc folder cap cao

XEM THEM TREN AUTODESK
» About Files
* File and Folder Actions

» Product and Tool Limitations

« Learning Center: tim hi€u vé Files

v ([ Project Files

>

() 1. Work in Progress

~ [ 2 shared

v

[ 2.0 Federated Model
> (& 21 Architecture (ARC)
> (& 22structure (sTR)
> C&23Mmer
> (& 2.4 Facade (FCD)
> [ 25 coordination with Civil
(3 3. Published
> (& 31 Architecture (ARC)
> (& 32 Structure (STR)
> Ga3amer
(& 3.4 Facade (FCD)
> D 3.5 Construction Management
[ 4. Archived

() 5. Operational Phase

~ [ Project Files

>

>
>
>
>
>
>
>
>
>
>
>

() 00 CHIA SE (SHARED)
() 00 PHAT HANH (PUBLISHED)
() o1chu (wip)

() 02 pUONG BO (WIP)
() 03 HAM (WIP)

() 04 BUONG SAT (WIP)
() 05 NHA GA (WIP)

() 06 HA TANG (WIP)
() 07 QUY HOACH (WIP)
() 08 TVGS (WIP)

() os aLrc (WIP)

() 10 NHA THAU (WIP)

() LUU TRE (ARCHIVED)


https://help.autodesk.com/view/DOCS/ENU/?guid=Files
https://help.autodesk.com/cloudhelp/ENU/Docs-Files/files/File_Folder_Actions_Docs.html
https://help.autodesk.com/cloudhelp/ENG/Docs-About-ACC/files/Product_Limitations.html
https://learnacc.autodesk.com/acc-files

P09 / ADMIN

Folder Permissions: WHO + WHERE + WHAT

Pay la cach hinh dung don gian nhat dé Project Admin ki€ém soat quyén truy cap.

WHO WHERE WHAT
Member / Role / Company Folder Permission level

e Inheritance — subfolder tu dong ké thira permission tir parent. Khi thay doi quyén & subfolder, hdy kiém
tra cach ké thira hién hanh dé tranh cdp quyén ngoai y muén.

e Assignment — c6 thé cdp quyén theo tén/email, Role, Company hoac Everyone tly nhu cau cda dy an.

e Manage — ngudi c6 quyén quan tri pht hgp cé thé cap nhat folder permissions; Project Admin c6 quyén
quan tri trén toan du an.

e Kiém tra quyén — permission c6 thé dén tir nhiéu nguén nhu Member, Role hodc Company. Khi nguai
dung cé quyén khac du kién, hay kiém tra tat ca cac ngudn cap quyén.

Khuyén nghi
Uu tién gan quyén theo Role/Company & parent folder; chi dung permission ca nhan cho truong hop
ngoai lé. Cach nay gitp quan ly nguai dung va kiém tra quyén dé hon.

HINH SS-04 — Folder permissions va quyén dugc ké thira

Permissions - (J 04_Shared X
-0 227 /O
Name Permissions Type
> 22 Administrator -m”;-
» 22 Architect - View v Role Remove
2% Electrical Engineer - View v Role Remove
2% Mechanical Engine... - View v Role Remove
22 Plumbing Specialist - View v Role Remove
2= Project Engineer - View v Role Remove
2= Project Manager --ECT ~ Role Remove
-

2= Structural Engineer View v Role Remove

XEM THEM TREN AUTODESK
* Manage Folder Permissions

+ Manage Project Members

* Learning Center: tim hi€u vé Files
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Khong chi kiém tra cau hinh — hay thir quyén
nhu ngudi dung thuc té

Chi dua vao sr dung khi cdc nhom ngudi dung mau nhin thay ding di liéu va thuc hién dugc ddng cac thao
tac dugc phép.

Test persona Phai xac nhan

Designer ndi bd Thay WIP cla team; upload/version dugc; khéng quan tri permission
Tu van bén ngoai Chi thay folder dugc giao; khdng thay khu vurc ndi bo khéng lién quan
Reviewer M& dugc file can review; thuc hién review theo workflow

Document Controller Tao share/transmittal/report ding pham vi

Project Admin Quan ly member, permission va workflow

Checklist kiém tra
e Dang nhap bang tai khoadn th&r nghiém hoac nh& nguoi dung dai dién cho tirng vai tro xac nhan.
e Kiém tra ca web va Desktop Connector néu du an str dung connector.
e Thr upload, rename/move, tao version, share va review — khéng chi kiém tra viéc c6 nhin thay folder hay
khong.
e Xuat permission report dinh ky néu du an c6 quy mo I1&n hoac nhiéu t6 chirc bén ngoai tham gia.

Dau hiéu can xem lai

Néu phai tao nhiéu ngoai Ié theo tirng ngudi dung, hdy xem lai cach té chirc Role/Company hodc ranh
gidi folder.

XEM THEM TREN AUTODESK

» Manage Folder Permissions

» Forma and Fusion - Permissions

« Learning Center:_tim hi€u vé Files
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Naming Standard: kiém soat tén file & noi can
kiém soat

Dung Naming Standard dé tang tinh nhat quan va kha nang tim kiém, khéng nén ap dung chi vi tinh ndng
nay c6 san.

Khai niém

Naming Standard la tap quy tac c6 thi tu dé tao tén file nhat quan. Tinh nang nay dua trén cac nguyén

tac cta ISO 19650; naming convention attributes tao thanh tén file, con related attributes cé thé dung cho
status, revision hoac classification.

DEFINE FIELDS DEFINE VALUES APPLY TO FOLDER VALIDATE ON ADD

e Bt dau & pham vi nhé. Uu tién cac folder phat hanh hodc can kiém soat; chua nén ap dung toan du an
khi nhém chua théng nhat quy tac.

e Theo tirng folder — c6 thé 4p dung Naming Standard khac nhau cho tirng khu vuc néu quy tac quan tri
cla du an yéu cau.

e V&i folder da c6 dit liéu, hay kiém tra diéu kién va gidi han hién hanh trén Autodesk Help trudc khi ap dung
Naming Standard.

HINH SS-05 — Naming Standards va pham vi 4p dung

Edit naming standard

Cancel

General information
Name * Default - 150 19650

Description

Naming convention
Preview: XXXXXKX-XXX-2Z-2Z-AF-A-H#fifit Delimiter | Hyphen v

Project Originator  Volume/System Level/Location Type Role Number

Select attributes
Attribute details Edit

Name: Project

Type: Text field

Description: d
Character length: Range from 2 - 6
Character type: Alphanumeric

Required: Yes

XEM THEM TREN AUTODESK
« File Naming Standards
+ Apply Naming Standards to Folders
* Learning Center: tim hi€u vé Files
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Attributes: metadata gitp tim kiém, loc va kiém
soat dir liéu tot hon

Khi folder khéng dd dé mo ta dit liéu, hay dung attributes thay vi tao thém nhiéu tang thu muc.

Metadata cé6 thé giup Vidu

Phan loai Discipline, Document Type, Package

Theo d&i Status, Revision, Review Status

Tim kiém Filter theo thudc tinh ma khong can nhé path
Bao cédo Export Files Log v&i custom attributes

e Mac dinh va tuy chinh — Files c6 system attributes; Project Admin c6 thé tao custom attributes dé b6
sung dir liéu c6 cau truc.

e Required attributes — c6 thé yéu cau ngudi dung nhap gia tri trudc khi hoan tat thao tac & nhirng folder
can kiém soat chat.

e Naming + metadata — khdng nén dua moi thong tin vao file name. Nhirng théng tin khéng can nam
trong tén file c6 thé dugc quan ly bang related/custom attributes.

Cau héi truéc khi thém attribute
“Thong tin nay c6 dugc dung dé tim, loc, review hoac bao cdo khdong?” Néu khdng, chua can tao thém
metadata.

HINH SS-06 — Attributes trong danh sach Files

Attribute settings for Project Files x

Add or remove attributes and set them as required as necessary for this folder and its subfolders

+ Create attribute

Name [, Type Description Required

XEM THEM TREN AUTODESK
» File Attributes
 Search and Filter Files

« Export Files Log
* Learning Center: tim hi€u vé Files
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Files: quy trinh lam viéc hang ngay

Files la ngi ngudi dung lam viéc truc ti€p véi dit liéu. Phan nay tap trung vao cac thao tac thuong gap; xem

Autodesk Help khi can chi tiét vé actions va permissions.

FIND OPEN ACT

VERSION

Thao tac thudg'ng dung

Thém file Upload

Lay file goc vé may Download source file
Xudt PDF/DWG/RVT c6 markup/issues khi hé tro Export

Pai vi tri Move / Copy

Theo dai lich str View version history
Chia sé Share

Pua di phé duyét Submit for review

Download # Export

Download source file 18y file nguon. Export cé thé cho phép kém markups, issues hoac bé sung attributes

vao tén file tuy dinh dang va tuy chon hién hanh.

Meo: thao tac c6 thé xuat hién & folder tree, action bar hodc menu More (...) cla tirng item. Néu khdng thay 1énh

mong muén, hay kiém tra permission va loai file trudc.
HINH SS-07 — Files - quy trinh lam viéc hang ngay

&) upload A orenin Autocad (web app)

£ Move
& Name 1 Version Size
Copy
o8 Q43_A-FE03----_P0126-.dwg Vi & Rename 19 MB
BR 043_A-FEQ4-—-_PO127-dwg vi o share 16 MB
- o7 Delete shared links
5§ 043_A-FPO1----_P0102-.dwg Vi 19 MB
& Lock
R - S -
"N Q43_A-FP02----_P0103-.dwg Vi E Delete 18 MB
BN 043_A-FPO3----_PO104-dwg v2 ) add to packages 19MB
;‘:’ Q43_A-FPO4----_P0105-.dwg V2 18 MB

%s view version history

;‘:’ Q43_A-FP05----_P0106-.dwg Vi 14 MB
View file activities

:::' Q43_A-FP06----_P0107-.dwg Vi A Download source file 18 MB

[F2 submit for review

:::' Q43_A-FPO7----_P0108-.dwg Vi 23MB

T Create transmittal

XEM THEM TREN AUTODESK
* File and Folder Actions

« Export Files
» About Files
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Oct 14, 2021 5:21 PM
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Upload dung cach: file doc lap, version mé&i hay
file c6 references?

Chon cach upload dua trén loai dir liéu va mai lién két gitra cac file, thay vi chi dung kéo-tha cho moi trudng
hop.

Tinh huéng
File doc lap Upload trong Files
Cung file, ban cap nhat méi Upload cling tén + extension dé version up

Upload linked files hoac Desktop

RVT/DWG c6 linked/reference files Connector/reference workflow

Migration sé lugng 1&n theo céy folder Bulk Upload Tool (kiém tra diéu kién hién hanh)

Tao version mai

Khi upload file c6 cung tén va extension vdi file da ton tai trong cung folder, hé théng tu tao version
mdi. Vi vay khéng nén tao chudi FINAL / FINAL2 néu d6 van la cing mot tai liéu.

e Linked files — host file va linked files can dugc upload bang cach hé trg references khi can gir nguyén
quan hé lién két.

e Permission — upload yéu cau folder permission phu hgp. Néu Iénh khdng xuat hién, hdy kiém tra quyén
truy cap trudc.

e Naming/attributes — folder c6 4p dung quy tac bat budc c6 thé yéu cau tén file hoac attributes hgp 1é
trudc khi upload hoan tat.

HINH SS-08 — Upload file va Upload linked files

Upload A X

D

Total files Size Upload status

w o, f

B E R EW

XEM THEM TREN AUTODESK

+ Upload Files
» Upload Linked Files

+ Upload Files Without References - Bulk Upload Tool
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Search, Filter va Files Log: khong can nhé chinh
xac file nam & dau

Search va Filter giup nguai dung tim ddng tai liéu nhanh hon va gidm phu thuéc vao viéc ghi nhé cau tric
folder.

e Search keyword — tim theo tén/mé ta/review status/custom attributes; c6 thé dung operators theo Help.

o Filter — loc theo file type, version, ngudi thém version, ngay cap nhat, review status va custom attributes.

e Saved Search — luu lai cac diéu kién tim kiém thudng dung; kha nang chia sé Saved Search phu thudc vao
chirc nang hién hanh cda san pham.

e Files Log — xudt danh sach file ra XLSX cling system attributes va custom attributes dé kiém tra hoac déi
soat.

Saved Search goi y Vidu

Pang chd review Review Status = In review

Tai liéu cap nhéat gan day Last updated = 7 days

Ho6 so theo discipline Attribute Discipline = ARC / STR / MEP
Ki€m tra version Current versions + updated by

HINH SS-09 — Search and filter trong Files

Search Clearall X
and subfolders

Search Saved searches

T Deleted items == Settings v Q, stair [x]

Q_ searchandfilter (3) | €| 33 = Search and filter settings @

© current folder All folders @ Select

&

Name T Path Description Version Indicators Subfolders

[2) qu3-urA.pdf R Project Files/052D | vi : Content

L‘?j school Design Drawing.pdf @  Project Files/05-2D V2 ®m : Filters (2) Clear
Types

Files X v

File types

DWG X PDF X v

File statuses

Current versions

Last updated

] - v

Updated by

XEM THEM TREN AUTODESK
» Search and Filter Files

+ Saved Searches
« Export Files Log
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Version Control: mét file, nhiéu phién ban

Hi€u Version Control tir dau gitp tranh tao nhiéu ban sao cla cing mot tai liéu va gitr lich sir thay déi rd
rang.

A101.pdf A101.pdf A101.pdf
V1 V2 V3 CURRENT

Khéng nén lam
A101_FINAL.pdf — A101_FINAL2.pdf — A101_FINAL_FINAL.pdf. Néu d6 van la cing mét tai liéu, hay dung
version thay vi tao file mai.

e View Version History — xem cac version, ngudi cap nhat va attributes cla tirng version.

e Compare versions — chon hai version dé xem khac biét khi file/format hé trg. Xem ti€p P17 dé€ thuc hién
va doc két qua so sanh.

e Make current — mot s6 file cho phép dua version cii trd thanh current. Thao tac nay thay déi phién ban
dang dugc xem la hién hanh, vi vay chi nén dung khi cé cha dich.

e Current version khéng déng nghia vdi téng sé version. Mot version cii c6 thé dugc dua trd lai thanh
current, vi vdy badge hién thj khdng nhat thiét phan anh sé lugng version da tao.

HINH SS-10 — Version History va chon hai phién ban dé Compare versions

Version history

() compare versions
Version Name I. Markups Size Last updated Updated by
s ) caded by e s ot 6 2026 600 Pt~ iseoms uszozosooem O TS
v ) caded by Phuc s on un 15 2026691 P masws  uniszozoreo.. @M TS,
v () icaded oy Phue e on 3un 52020 1217~ masme  unszoesusor. @) UL
e Unloaded by Phu e on n 2 2026548 M.~ misme  unz zeotonr. @) LU,
u B oaded oy phuc e onn 2. sczo s . nz zozeousem @) LS

XEM THEM TREN AUTODESK
 View Version History

+ Upload Files
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o~y (]

So sanh phién ban: xem thay doi giira hai phién
ban

Sau khi @3 hiéu Version History & P16, dung Compare versions dé kiém tra noi dung da thay doi gitra hai
phién ban clia cing mét file.

VIEW VERSION HISTORY SELECT 2 VERSIONS COMPARE VERSIONS REVIEW CHANGES

e Bat dau tir Version History — nhap vao badge Version hoac dung View version history dé md danh sach
cac phién ban cua file.

e Chon hai phién ban — danh ddu dung hai version can kiém tra, sau dé chon Compare versions.

e Xem khac biét — viewer mé& ché do6 so sanh; cach hién thi va cac céng cu so sanh kha dung phu thuéc vao
loai file va dinh dang dugc ho tro.

e Khdng thay d6i version — Compare versions |a thao tac kiém tra truc quan; n6 khéng tao version mai va
khong thay d&i Current version.

Khi nao nén dung Compare versions?

TrudGc Review/Approval hodc khi nhan moét version mdi, hay so sanh véi version truéc dé xac nhan chinh
xac phan nao da thay déi thay vi kiém tra lai toan bo file tir dau.

HINH SS-11 — Compare versions: chon hai phién ban va xem khac biét

@ e
CONSTRUCTION
cLoun”

3

=

I E
=

=

Compared Documents =]
-3

=

4 H

A102 - OFFICE - FLOOR PLAN - LEVEL2,3& &}
4pdf E

XEM THEM TREN AUTODESK
* View Version History
« Learning Center:_cac thao tac lién quan dén Files
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Markup hay Issue? Chon theo muc dich theo doi

Ca Markup va Issue déu c6 thé gan vdi ban v&/model, nhung ching phuc vu hai muc dich khac nhau.

Néu ban can... Dung

Khoanh vung, ghi chd, chi dan truc ti€p trén tai liéu Markup
Giao viéc/van dé cho ngudi chiu trach nhiém, cé status va theo doi Issue

S . Private/unpublished markup theo cach
Ghi chu riéng khi dang xem hoat déng hién hanh

Published markup khi permission cho

Théng tin can cd nhém thay ohén

e Markup — 1a I6p ghi chd trén file/sheet. Néu viewer dap &rng nhu cau, khdng can tao thém ban PDF chi dé
ghi cha.

e Issue — dung khi can giao trach nhiém va theo doi: assignee, status, activity history va vi tri trén 2D/3D.

e Export — khi can giri mot ban xuat ra ngoai, hay kiém tra tuy chon kém markups/issues theo dinh dang
file.

HINH SS-12 — Markup va Issue trong Viewer

Markups % Youare currently editing the issue's pin location and markups. B8 ssueisso x

_ Details Activity log
o ® Vv

¥4 Unpublish = T4 Delete
Page 1

Page 2 Issue thumbnail

Page 5

* Cloud
C} Pe—
0ct1,2026 - V2

Page 6

Page 7

Title

Design_Kiém tra thiét ké sanh p)
vao

status @

open &

Type

ST YT

D) Design > Design &

Watchers

Tran Diém Hing X v

Placement

school Design
Drawing.pdf

References Add
v
0) references

Add references to

XEM THEM TREN AUTODESK
» Work with Markups
» Create Issues

« Export Files
« Learning Center:_cac thao tac lién quan dén Files
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Share, Review, Transmittal hay Bridge?

Chon co ché dua trén “muc dich cta lan gui”, khdng dya trén viéc ndt nao tién nhat.

Muc dich Co ché

GUi link cho nguai da c6 access Share - Project members

L . . A A . Share — Anyone with the link (néu dugc
Cho nguei ngoai project truy cap ndi dung qua link

bat)
Yéu cau kiém tra/phé duyét c6 trang thai Review
Phat hanh file chinh thirc ¢é lich s&r ngudi glri/nhan Transmittal
Chia sé d{r liéu sang project/hub khéac Share - Another project / Bridge

Mot cdu dé nhé&
Share = chia sé dé cong tac. Review = kiém tra/phé duyét. Transmittal = phat hanh chinh thirc.

Bridge = chia sé dir liéu gitra cac du an.

HINH SS-13 — Cac lwa chon trong Share

Share X

Share with Learn more

O =& Project members with view permission or above for the shared items

b Another project

Select version to share

Always the latest current version v
Email Links
Recipient *
Le Hieu Hong Phuc X ~

Note

XEM THEM TREN AUTODESK
» Share Files and Folders

» About Transmittals

» Submit for Review

« Learning Center: s dung Review
« Learning Center: s&r dung Transmittals
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Public Link va Bridge: hai cach chia sé can quy
tac ro rang

Nén théng nhat quy dinh & cap du an trudc khi cho phép ngudi dung tu sir dung cac hinh thirc chia sé nay.

Public link — kiém soat pham vi chia sé

e Project Admin phai bat public sharing trudc khi ngudi dung c6 thé tao link céng khai.

e Anyone with the link — ngudi nhan link c6 thé truy cap ndi dung trong pham vi dugc chia sé; nén xem day
la hinh thirc chia sé ra ngoai du an.

e Thai han / thu hoi link — st dung theo chinh sach cla du &n; xem Autodesk Help dé biét cac tuy chon hién
hanh.

Bridge — chia sé c6 cau tric gitra cac du an

e Another project — share file/folder sang du an khac; mot sé trudng hgp cé thé ho trg dong bé folder.

e Theo d&i — Bridge cung cdp lich s&r outgoing/incoming dé quan ly néi dung da chia sé.

e Quy tac quan tri — xac dinh ai dugc phép dung Bridge va du an dich nao dugc phép nhan dir liéu trudce khi
trién khai réng.

HINH SS-14/15 — Public links va Share to Another project

Public links to sheets and files o @D

Public links will expire | 30 days from the date the links were generated.
@ Enable project members to publicly share:

- Sheets if they have View + Export permission or above

- Files if they have View + Download permission or above

Sheets and files are accessible to anyone with shared public links. Protect the distribution of links carefully. Shared links can be revoked if necessary. Learn more

Bridge

Bridged projects  Outgaing  Incoming

Project Hub

Multi-discipline Design Collaboration Autodesk APAC TS

ACP-BIM Management Autodesk APAC TS

BIM Coordinator training_Sample Project Autodesk APAC TS

XEM THEM TREN AUTODESK
» Share Files and Folders with Anyone with the Link

+ Share Files and Folders with Another Project
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Reviews: thay viéc “xin duyét truyén thong”
bang quy trinh cé trang thai

Dung Review khi quyét dinh phé duyét can dugc theo doi va luu lai trong dy an.

SUBMIT REVIEW APPROVE / REJECT STATUS / COPY

Dung Review khi Khong can Review khi

Can reviewer/approver ré rang Chi can gtri link dé ngudi khac xem

Can Approved/Rejected status Chi comment nhanh khong can quyét dinh
Can theo doi progress/reminder Chi chia sé d{r liéu sang project khac

Review khac Transmittal

Review dung dé tao va theo ddi quyét dinh phé duyét. Transmittal dung dé Iuu lai viéc phat hanh/gti file.
Mot dur an c6 thé dung ca hai & cac giai doan khac nhau.

Project Admin can cau hinh Approval workflow trudc; sau dé nguei dung chon file trong Files va dung
Submit for review.

XEM THEM TREN AUTODESK
» Submit for Review

* Create and Edit Approval Workflows

» About Transmittals

« Learning Center: st dung Review
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Thiét ké Approval Workflow: du kiém soat
nhung khéng qua phurc tap

S6 budc review nén phan anh ding ngudi c6 trach nhiém kiém tra va phé duyét trong du an.

M®d hinh Phu hop khi

One Step Approval Mot nhéom/ngudi chiu trach nhiém quyét dinh cudi
Two Step Approval Can review k¥ thuat trudc budc approval
Multiple-step Quy trinh theo hgp déng hodc quy dinh quan trj thuc su can nhiéu tang

e Reviewer/Approver — uu tién gan theo Role/Company khi pht hgp dé gidm viéc cap nhat tirng ca nhan.
e Folder dich — néu file Approved dugc copy téi folder c6 Naming Standard, hdy bao dam tén file va

metadata dap &rng quy tac.

e Thay ddi workflow — thay déi cdu hinh c6 thé chi ap dung cho cac review tao sau do; hay kiém tra
Autodesk Help trudc khi chinh workflow dang str dung.

e Thir nghiém — tao mét review vdéi file mau trudc khi ap dung cho tai liéu du an that.

Khéng nén lam
Tao qua nhiéu budc chivi hé théng hé trg. Mbi budc nén c6 ngudi chiu trach nhiém va muc dich quyét
dinh r& rang dé tranh kéo dai thoi gian phé duyét.

HINH SS-16 — Thiét lap Approval workflow

Edit approval workflow

hitect (&5) X Engineer (7) X ~

XEM THEM TREN AUTODESK
* Create and Edit Approval Workflows
» Configure Project Templates for Forma Data Management

« Learning Center: s dung Review
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Submit - Review - Approve: quy trinh nguoi
dung
Ngudi dung chi can nhd cac budc chinh duéi day. Cac tly chon nang cao va trudng hgp dac biét co thé tra

clru thém trén Autodesk Help.

SUBMIT FOR CHOOSE MONITOR
SELECT FILES REVIEW / APPROVE
REVIEW WORKFLOW PROGRESS

e Submitter — chon file - Submit for review — chon Approval workflow —. dat Review name - Submit.
e Reviewer/Approver — md review dugc giao, ki€ém tra ndi dung va thuc hién thao tac theo quy trinh.
e Progress — ngudi khdi tao theo ddi tién trinh trong Reviews va c6 thé gl nhac khi can.

e File status — review status hién thj In review / Approved / Rejected theo tién trinh va két qua.

Luu y vé Naming Standard

Néu review copy file sang folder c6 ap dung Naming Standard, file c6 thé can dugc d6i tén hoac kiém tra
lai trudc khi hoan tat quy trinh.

HINH SS-17 — Submit for review va theo ddi Review progress

Final step AM
(@) Initiator Pending review by: Architecture Manager 2,
Le Hieu Hong Phuc Due: Aug 25, 2026 3:18 PM (3 working days) &
Submitted: Aug 20, 2026 3:18 PM
,En Delegate review > Submit review
(i) General information ~
Workflow notes Workflow name Current step participants (1/1) Current step candidates (5)
added Internal team review LP' Le Hieu Hong Phuc (Started) & Architecture Manager (5) 5
Target folder to capy files
() Project Files/04_Shared/01... Vi
Q_ search and filter PROGRESS ACTIVITY
Name 4 Path Comments Review status Description Version @ Initiator ~

(R} BIM_Projekt_Golden_Nugget-Archi..  Project Files/03_WIP/02_Str... @ Appro.. v -- V2 LP  LeHieuHong.. Aug20, 318F1

<lehieuhongphuc@gmail.com>
(R} footprint_new.rvt Project Files/03_WIP/02_Str... () Reject.. - V1
|R) R25_Autodesk_Hospital_Structural...  Project Files/03_WIP/02_Str..

Vs ® Approver Final step

~

Le Hieu Hong Ph..  Send email notification
LP  Le Hieu Hong Phuc

<lehieuhongphuc@gmail.com>

XEM THEM TREN AUTODESK
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° r b . e [N r ° > ~
Transmittals: phat hanh tai lieu cé6 lich st ro
\
rang
Dung Transmittal khi viéc gui file can trd thanh mét su kién chinh thirc ¢ sender, recipients, thoi diém va
danh sach file.
CREATE SEND / RECORD

SELECT FILES RECIPIENTS MESSAGE
TRANSMITTAL LOG

e Thong tin luu lai — Transmittals luu status, Transmittal ID, title, sender, recipients, creation date va s6
file.

e Recipients — c6 thé guri tdi project members; viéc glri cho non-members phu thudc vao settings do
Project Admin quan ly.

e Attributes — Project Admin c6 thé tao attribute groups dé dua metadata vao transmittal; gia tri dugc luu
tai thoi diém tao.

e Permission — ngudi tao can permission phu hgp trén file/folder. Néu Iénh khéng xuat hién, hay kiém tra
quyeén truy cap va Autodesk Help.

Khéng dung email thay Transmittal
Email c6 thé dung dé théng bdo, nhung néu du &n can luu vét phat hanh chinh thirc thi nén tao record
trong Transmittals.

HINH SS-18 — Create transmittal

Transmittals /

# 26 MEP models IEEIED &, Download ZIP file(s) [ Export report
(D) General information ~
Sent by Created on Message
ﬁ Phuc Le (phuc.le@autodesk.com) Nov 14, 2025 3:44 PM
sender company Total files
Autodesk ASEAN 4
- RECIPIENTS ACTIVITIES
MEP models Ol = _—
+2, Add recipients
Name Description Path Version Review status Last updated @
0/4 viewed, 0/4 downloaded
Lgﬁ R25_Autodesk_Hospital_Electrical.. Project Files/03_WIP/03_.. V6 @ chép nhan Feb 15, 2025
Group by: None
R et i § & Tk
Lﬁ] R25_Autodesk_Hospital_FireAlar... Project Files/03_WIP/03_... V5 () Tw choi Feb 15, 2025 AN} Andy Nguyen
[R) R2s_Autodesk_Hospital_HVAC.rvt Project Files/03_WIF/03_.. (V12 @ Chép nhan Feb 15, 2025 ABC Architect

XEM THEM TREN AUTODESK
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https://help.autodesk.com/cloudhelp/ENU/Docs-Transmittals/files/Transmittals.html
https://help.autodesk.com/cloudhelp/ENU/Docs-Transmittals/files/Create_Transmittal.html
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https://learnacc.autodesk.com/docs-transmittals
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Reports & Audit: kiém tra dw an dang van hanh

Report khong chi dung dé xuat dir liéu; n6 gitip kiém tra viéc phan quyén, quan ly file va quy trinh dang dugc
thuc hién dung.

Cau héi kiém tra Nguén ggi y

Dy an dang c6 file va metadata gi? Files Log

Ai dang c6 quyén trén folder nao? Folder permissions report
Review/Issue status ra sao? Reports phi hgp véi cdng cu/sadn pham
Can gui dinh ky cho nhém du an? Scheduled reports khi dugc hé trg

e Files Log — c6 thé bao gbm cac system attributes nhu path, name, software version, revision, version
number, markup, shared, last updated, updated by, review status va custom attributes.

e Reports — loai report kha dung phu thudc vao product/tool. Mot report cé trong Build khéng nhat thiét
xudat hién trong Data Management.

e Kiém tra dinh ky — vd&i du &n I6n, nén ra soat quyén truy cap va danh sach file dé phat hién sai léch sém.

HINH SS-19 — Reports va Export Files Log

Reports

Reports log Templates = Settings v
Title © Type Runat [ Created ... Source t.. Schedule Recipien... .
Assigned items b... Assigne... Jan 16, 2.. Simin W... Assigne... ﬁ
@ Issue summary Issue Su... Jan 16, 2... Daniel C.. 22
Issue detail Issue de.. Jan 16, 2.. Renato ... AR
Issue status sum.. Issue st.. Jan 16, 2. Daniel C. Issue st... m 22
Issue detail Test ... Issue de... Jan 16, 2.. Jhoan G. Issue de..

XEM THEM TREN AUTODESK
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https://help.autodesk.com/cloudhelp/ENU/Docs-Reports/files/getting-started-with-reports/About_Reports.html
https://help.autodesk.com/cloudhelp/ENU/Docs-Files/files/file-folder-actions/Export_Files_Log.html
https://help.autodesk.com/view/DOCS/ENU/?guid=Folder_Permissions
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Desktop Connector: dir lieu cloud trong File

Explorer

Dung Desktop Connector khi ngudi dung can lam viéc vdi file tr 'ng dung desktop nhung van luu va déng
b6 dir liéu trén Forma.

REVIT / AUTOCAD / CIVIL
3D

FORMA CLOUD DESKTOP CONNECTOR FILE EXPLORER

e Khéng gian lam viéc két néi — Forma connector xuat hién trong File Explorer va hién thj cac
project/folder da chon.

e Sync — thay d6i trén may dugc déng bé I1én cloud theo cach hoat dong clia connector va permission hién
co.

e Permissions dugc dung chung — Desktop Connector sir dung permission tir Forma; connector khéng cé
mot |&p permission riéng.

e Rebrand — tir Desktop Connector 2027.0.0, Autodesk Docs dugc hién thi la Autodesk Forma / Forma
connector; mét sé path legacy nhu ACCDocs van tén tai.

Khi nao khong can Desktop Connector

Néu ngudi dung chi xem, review, markup va share trén web/mobile, c6 thé lam viéc hoan toan trén web.
Chi dung Desktop Connector cho nhém thuc su can lam viéc véi file tir 'ng dung desktop.

XEM THEM TREN AUTODESK
» About Autodesk Forma Connector

» Desktop Connector - Quick-start Guide



https://help.autodesk.com/view/CONNECT/ENU/?guid=About_Autodesk_Docs_Connector
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Pua vao str dung va xur ly su co: checklist chung

Mot dur an dé s dung can cé cdu hinh dugc kiém ching va cach xir ly su ¢6 theo thr tu rd rang.

Checklist truéc khi duwa vao str dung

e C6 it nhat 2 Project Admin phu hop.

e Members / Role / Company da dugc ra soat; invitation va quyén truy cap hgp lé.

e Folder structure d& én dinh & cdp chinh; permissions da dugc kiém tra bang cac vai trd ngudi dung mau.

e Naming/Attributes chi dugc ap dung & noi nhom dy an da hiéu cach nhap di liéu.

e Review workflow da dugc thir nghiém; quy dinh sir dung Transmittal d& dugc thong nhat.

e Desktop Connector chi trién khai cho nhém thuc su can; ngudi dung da dugc hudng dan Select Projects va

Process for viewing.
e Ngudi dung biét noi mé& sé tay nay, Autodesk Help va kénh hé trg cta du an/té chirc.

Thir tu kiém tra khi c6 su c6

Néu ngudi dung gap tinh hudng... Kiém tra theo thir tw

Project access - folder permission - search scope -

“Khong thay folder/file” .
connector selection

“File read-only” Folder permission — file lock — permission sync
“Upload r6i nhung khdng ma Upload success — Process for viewing - file
dugc” support/corruption

Folder permission — workflow available - file/naming
conditions

”

“Khéng Submit for review dugc

“Khoéng share ra ngoai dugc” Permission - public sharing/transmittal setting - policy

XEM THEM TREN AUTODESK
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https://help.autodesk.com/view/DOCS/ENU/?guid=Folder_Permissions
https://help.autodesk.com/cloudhelp/ENU/CONNECT-User-Guide/files/Permissions_Docs_Connector.htm
https://help.autodesk.com/cloudhelp/ENG/Docs-Files/files/files-upload/Process_For_Viewing.html
https://help.autodesk.com/cloudhelp/ENU/Docs-Files/files/file-folder-actions/Reviews_Files.html
https://help.autodesk.com/cloudhelp/ENG/Docs-Files/files/files-share/Share_Files_Anyone_Link.html

Thuat ngilr va noi tra c’u thém

Khi can kiém tra mét thuat nglr hodc xac nhan thao tac mdi nhat, hdy bat dau tr cac ngudn dudi day.

Thuat ngir (GETRGIILED ]

Files Khu vure quan ly file trung tam

Version Phién ban clia cing mot tai liéu

Markup Ghi chG/danh dau trén tai liéu

Issue Van dé can theo ddi cé trach nhiém/status

Review Workflow kiém tra/phé duyét

Transmittal Dot/phiéu phat hanh tai liéu chinh thirc

Bridge Chia sé dir liéu gilra projects/hubs

Process for viewing XU ly file d& dung viewer/mobile/compare/markup

Khi giao dién thay doi
Cac chirc nang nhu Desktop Connector, permissions, processing va sharing cé thé thay déi theo phién
ban. Néu man hinh khac tai liéu nay, hay kiém tra Autodesk Help md&i nhat trudce khi thao tac.

e Autodesk Help — ngudn tham chiéu chinh thirc cho thao tac, permissions, gidi han va thay déi cda san
pham.

e Learning Center — phu hgp dé hoc qua video va khéa hoc; mét s6 ndi dung co thé yéu cau dang nhap
hoac dang ky.
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