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Quickly experiencethe'Handover' feature on Zalo
PC

Zao has released a completely new feature 'Affairs to help usersimprove their productivity.

When working with Zalo, users often encounter some difficulties such as messages being drifted, missed work,
hard to find important content . So, Zalo has released completely new features. 'to help users improve work
performance. The 'Handover' feature allows users to mark important messages, remember upcoming deadlines,
find, track and update work progress easily .

Below isaquick experience of the "Job delivery” feature on Zalo PC, please consullt.

On the Zalo PC interface, the "Delivery" button is the last button on the left-hand tool bar.
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Click on the 'Work' button, the interface of this To-Do function will appear, including 3 main tabs:

1. MY DELIVERY: Thislist will include the parts of the work that you assign to others.

2. TODO: Thislist will include tasks that you have not completed yet.

3. TRACKING: Thislist will include tasks assigned to your group members that they have not completed,
you are on the watch list.

All three sections have sections; unfinished, finished, overdue, not received, received.
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On the To-Do line, there are also tools to chat with the support department of Zalo, job search by title, job
statistics.

In the MY DELIVERY tab, click on the Transaction line below, pop up ‘New job assignment’ will appear to
enter information including title, content, to whom and for whom. Currently, this feature only allows jobs to be
assigned to 1 person, and the time limit is 30 minutes apart, not every single minute.
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After pressing DELIVERY, the message chat box with the assigned person and the MY DELIVERY tab will
show up on the assignment table.
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The recipient will receive ajob delivery message, which can be responded by clicking the Receive job box or the
COMPLETE button if done.
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When the recipient confirms, the notification will appear in the chat box and in your MY DELIVERY tab.
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When the person is assigned to press PERFECT, the work inthe MY DELIVERY tab will be crossed out.
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1. Register Zalo, how to create a Zalo account on your computer

Y ou finished reading the article "Quickly experience the 'Handover' feature on Zalo PC" edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.
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