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Huréng dan cai dat va sir dung OneDrive

1. Muc dich sir dung OneDrive

— Luu trir dit liéu an toan trén ddm may, c6 thé lam viéc moi lic moi noi két nbi
v6i cac thiét bi di dong.

— Gitp can bo, vién chirc (nguoi dung) thude Truong khai thac hiéu qua cac tng
dung cta bo phan mém Microsoft Office 365 véi tai khoan MS. Office 365 da
duge cip cho mdi ngudi dung. Phan mém Microsoft Office 365 da dugc Truong
mua ban quyén hang nam.

Luu y: Néu la vién chicc méi dugc tuyén dung dé nghi cac don vi lap danh sach

can cap tai khoan MS.Office 365 giri vé phong CNTT qua email

phongentt@ufm.edu.vn dé dugc cap tai khoan.

2. Huéng din cai dit OneDrive

Nguoi dung truy cap dia chi: https://www.office.com hoac http://onedrive.live.com

- click nit Download. Néu nguoi dung di cai dat Windows 10 thi OneDrive da dugc

cai dat trén may tinh.

Microsoft | Microsoft 365 oneDrive  Business Plans and pricing

OneDrive for Windows

If you have Windows 10, OneDrive is already installed on your PC. If
you're using another version of Windows, install OneDrive to get
started.

Hinh 1: Download OneDrive vé may tinh

File cai dit OneDrive duoc tai vé may tinh.

¥4 = | Downloads - [} X
Home Share View o
« v 4 'v » ThisPC 3 Downloads v O Search Downloads yel
Ly Mame Date modified
v 3k Quick access
[ Desktop ~ Today (1)
; Prleers @ OneDriveSetup 12/15/2020 2:48 PM

| Documents
&= Pictures
Bign bén vién chic

danh gia vién chiic

Hinh 2: File cai dat OneDrive
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Huréng dan cai dat va sir dung OneDrive

Nguoi dung tién hanh cai dat bang cach double click vao tap tin cai dat
OneDriveSetup = Man hinh théng bao xuat hién =chon Run dé tién hanh cai dit.

Open File - Security Warning =

Do you want to run this file?

Mame: ChUsers\Dell 3532 1%Downloadsh OnelriveSetup.exe

Publisher: Microsoft Corporation

Type: Application
From: Ch\Users\Dell 3521%Downloadsh OneDriveSetup.exe

Run Cancel

Always ask before opening this file

o While files from the Internet can be useful, this file type can potentially
I\ ‘_.I harm your computer. Only run software from publishers you trust.
- What's the risk?

Hinh 3: Chon Run dé tién hanh cai dat

Tién trinh cai dat OneDrive bat dau:

o Microsoft OneDrive Setup >

& OneDrive

Installing OneDrive

Hinh 4: Tién trinh cai dat OneDrive

Sau khi cai dat xong, nguoi dung tim va mo ung dung OneDrive trén cong cu
Search hoac tim trong cac tng dung cta Windows.

All  Apps Documents Web  More +

Best match

OneDrive

App . i
frps OneDrive
"= On-Screen Keyboard > App
El OneNote for Windows 10 >
Search the web [ Open
L on - see web results > T3 Run as administrator
Folders (6+) I} Open file location
Documents - This PC (1) 58 Unpin from start
settings (4+) -9 Pin to taskbar

[l uninstall

Hinh 5: Tim OneDrive trén thanh tim kiém

Phong Cong nghé Théng tin — UFM Trang 2



Huréng dan cai dat va sir dung OneDrive

& Microsoft OneDrive

Set up OneDrive

Put your files in OneDrive to get them from any device.

‘ lethihuonganh@ufrm.edu.swn @
<

Hinh 6: Nhdp tai khodn MS.Office 365 dé dang nhdp OneDrive

B® Microsoft
lethihuonganh@ufm.edu.vn

Enter password

|3':—t ssword

Forgot my password

Sign in with another account

-

Hinh 7: Nhdp mdt khdau ding nhdp OneDrive

Nguoi dung nhap mat khau cua tai khoan = click chon Sign in.

Man hinh giéi thiéu OneDrive s& xuét hién. Tai ddy s& c6 duong dan vé thu muc
OneDrive, néu thu myc OneDrive di ton tai rdi thi click vao Change location dé thay
d6i duong din dén thu muc OneDrive nham tranh cac van dé phét sinh khi déng bo dix

licu. Néu khong thay doi duong dan OneDrive > click Next dé tiép tuyc.
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Huréng dan cai dat va sir dung OneDrive

& Microsoft OneDrive =

Your OneDrive folder

Add files to your OneDrive folder so you can access them from other devices and still
have them on this PC.

Your OneDrive folder is here
Dvonedrivey\OneDrive - UFM

Changelocation
MNext

Hinh 8: Thay doéi duwong dan hodc nhan Next néu khdng can thay doi dwong dan

Office 365 Personal with
Premium OneDrive Features

~ 1 TB total (1000 GB)
~ Advanced security
~~ Productivity tools
~ Office for PC + Mac

T ®E e m

$6.99/month

Hinh 9: Chon tiép Not now

Chon Not now dé st dung phién ban OneDrive mién phi. Luu y, ddi voi cac tai
khoan MS. Office 365 Truong di cap thi nguoi dung khong can phai tra phi khi dang
nhap bang tai khoan dugc cap.

Céc trang tiép theo s& hudng dan céach sir dung OneDrive, ngudi ding c6 thé doc
va nhan nat Next dé dén trang cudi cuing = click nit Open my OneDrive folder dé st

dung OneDrive.
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Huréng dan cai dat va sir dung OneDrive

Microsoft OneDrive =5 x

You're good to go!

Y

X

%,

X A

< Open my OneDrive folder «

Hinh 10: Nhdn Next cho dén khi két thiic viéc gioi thi¢u vé OneDrive
3. Pong bd dir liéu trén OneDrive

Pé truy cap mot thu muc duoc luu trit trén ddm may tir may tinh = click biéu tuong

dam may & bén phai thanh Taskbar.

8:41 AM

T ) ENG o0 N6

Hinh 11: Chon vdo biéu tiwong OneDrive

Click nat Help & Settings = chon Settings.

tﬁ OneDriwve is updating files...

UFhA

Processing 482 changes

22.png
Uploaded to hinh cnedrive
& minutes ago

(locdcec22-4925-4cd2-bd7 3 -0Odbaf...
Uploaded to 99
11 minutes ago

[0e6996f8-63be-4451-9e81-c391...
Uploaded to 99

1 minutes ago

Open your OneDrive - UFM folder

(ecb27191 -9k

Uploaded to 99 |  Settings

11 minutes ago

View online

(b6a2da466-59
Uploaded to 96 | Pause syncing ~

Manage storage
(082cO092F-fd
Uploaded to 89

minutes ago

Get help

Send feedback

LD

fe5c218fc-cIlk
Uploaded to 94

Open folder View online : Help 8¢ Settings

Close OneDrive

—r

T o) ENG

Hinh 12: Chon Help & Settings
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Huréng dan cai dat va sir dung OneDrive

Tiép theo click tab Account = click chon Choose folders.

% Microsoft OneDrive >

Settings Account Backup Metwork Office About
261 ME g ii P4 GB doud storage used
Manage Storage  Unlink this PC

Onelriy

{1} {ethihuonganh@ufm.edu.vn)

Add an account

1 location is syncing
OneDrive - UFM

1KE used on this PC Choose folders Stop swnc

Cancel

Hinh 13: Chon tab Account

Panh dau chon (tick) vao Make all files available dé chon tit ca tap tin/ thu muc
hoac tly chon tap tin/ thu myc can dong bo-> click nit OK.

& Microsoft OneDrive

Choose folders

Choose what you want to be available in your "OneDrive - UFM" folder. These files
will be available on-demand. Unselected folders will be hidden from File Explorer.

B Make all files available@

Or make these folders visible:

B3 [ Files not in a folder (17.3 KB)
> B = dulieu (244.6 MB)
> B __ Microsoft Teams Chat Files (60.9 KB)
> B = 56 ghichép (0.2 KB)
> B = 56 ghi chép Ldp hoc (0.5 KB)

 IFyou stop syncing files or folders, they'll stay on OneDrive but won't be on this PC. If they'rd d
" onthis PC, they'll be deleted.

Location on your PC D:\onedrivelOneDrive - UFM

Hinh 14: Chon thu muc dé d‘é‘ng bo

Tiép theo click tab Settings = Tick vao Save space and download file as you use
them trong khung Files On-Demand > click nit OK. Nhu vay ngudi dung truy cap
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Huréng dan cai dat va sir dung OneDrive

vao tap tin/ thu muc duoc luu trir trén dam may bang cach sir dung File Explorer ma

khdng can tai ching vé thiét bi trudc.

- Microsoft Onelrive >

Settings  Account Backup Metwork Office  About
ral
rt OneDrive automatically when I sign in to Windows

utomatcally pause sync when this device is on a metered network

N]E:ﬁﬁcaﬁons

Display notifications when people share with me
Wwarn me before removing files from the doud
Motify me when sync is auto-paused

Files On-Demand
Sawve space and download files as you use them
lore info

Cance

Hinh 15: Thiét Idp tity chon lwu trik va tdi tdp tin

4. Upload va download tap tin/ thw muc trén OneDrive
4.1. Upload tap tin Ién OneDrive
% Tiur may tinh
Nhéap t6 hop phim Windows + E hoic click biéu tuong File Explorer dé

mé cira so lam viéc File Explorer.

= < | File Explorer - m] <
“ Home Share View [ 2]
4 # » Quickaccess » ~ O Search Quick access o
-~ ~
# Quick access ~ Frequent folders (8)
[ Desktop » Desktop Downloads
This PC This PC
& Downloads » = 47
[£] Documents -
—_—— _ Documents Pictures
=] Plctures - LE] This PC === This PC
danh gis vién chire » —
dg an chuong 3 danh gia vién chire a8 an chuong 3
hinh onedrive L Dulieu (D) }o: DuLieu (D)
huéng din st dung enedrive
o <= hinh onedrive huéng din si dung oned...
% OneDrive - UFM This PC\Desktop Wl DuLisu (D)
@ OneDrive - UFM :
3 This PC ~ Recent files (20)
I 3D Objects
R Y| 20201104-Huong-dan-su-dung-va-don...  Du Lieu (D:)\hugng dén sir dung onedrive
esktop
= o " — ] e This PC\Desktopthinh onedrive
%] Documents
& Download | G ERE This PC\Desktop\hinh onedrive
ownloads
B Music 17 This PC\Desktop\hinh onedrive
= Pictures - 13a This PC\Desktopthinh onedrive
— = 15 Thic B\ Nacktant hinkh anadrise &
28 items =]

Hinh 16: M¢ OneDrive
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Hurdéng dan cai dat va sir dung

OneDrive

Chon thu muc OneDrive = ngudi ding c6 thé tao tryuc tiép tap tin/ thu muc

hoic c6 thé sao chép céc tap tin/ thu muc can luu trir vao OneDrive.

- | = | OneDrive - UFM

Home Share View

danh gid vién chirc
d&an chuong 3
hinh cnedrive

huéng dén sir dung onedrive
> o OneDrive - UFM

~ [ This PC
> _J 3D Objects
> [l Desktop
> Documents
4 Downloads
b Music
[&=] Pictures
H videos
= Winl0 (C)

v

v v v v

»  wma Dulieu (D7)

90 items

€« “ “ & > OneDrive- UFM »
[ Desktop -+ " Name -
4 Downloads » 01. Phén M&m Phéng May Tinh
Documents - 02. D ban giao thiét bi CNTT
[&=] Pictures - 2. Cai |E ket noi bo tai chinh

3. Software For Phone
04. Thong So May Tinh 2020
05. De Xuat 2020
06, Mang 778 Nguyén Kiém
07, Wifi Q9
2 Nguyen Kiem 1006 2020
0%, Driver PC
778 Mguyen Kiem
ABBYY FineReader 12.0.101.264 Portable
Bien Ban - Bac Cac
CCMNA Software
Crack Win 7
Crack Win 10
D
database
déan chuong 3
[ Desktop

= VA,
v o<

w & Search OneDrive - UFM

w
&l
2
2
&

uppupooOoOORRRROODDRDR

Date modified

12/15/2020 3:11 PM

i R R R SR R R R ]

m] x

- @
o

Type ™ |

File fo
File fo
File fo
File fo
File fo
File fo
File fo
File fo
File fo
File fo
File fo
File fo
File fo
File fo
File fo
File fo
File fo
File fo
File fo
File fo

Cil £ R

B =1

Hinh 17: Chon tdp tin/ thu muc muén heu trit trén OneDrive

«» Tw website

Néu may tinh chua duoc dong bo héa vai OneDrive thi nguoi ding truy cap vao

dia chi https://www.office.com hoac https://onedrive.live.com - Dang nhap tai

khoan MS. Office 365 = click Upload dé tai tap tin/ thu muc.

OneDrive £ Tim kigm

D gy
£ Dichiasé

f§ Thing ric

Thu vién dugr chia sé

nhom 1

B3 (TKD_2020

L6p C19..

n Anh vin hoc phan 1

Tao thu vién chung

Tép cua toi

O Ten

dulieu

Microsoft Teams Chat Files o
Microsoft Teams Chat Files

56 ghi chép

56 ghi chép Ldp hoc

@ Bai kiém tra tin hoc dai cudng.docx

Lé Thi Hugng Anh T Tiilen v 2 Pongbd £ Tudénghda v

B3 Tépclatéi

Dé stta doi

22 Théng Bay

20 Théng Tam

01Thang Ba

04 Thang Nam

14 Thang Tu

Ngui Si...

L& Thi Huang Anh
L& Thi Huang Anh
L& Thi Huang Anh
SharePoint App

L& Thi Huang Anh

Kich thu...

15 muc

1muc

1muc

3 muc

173K8

Hinh 18: Truy cdp website dé xem dit liéu truec tuyén trén OneDrive
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Huréng dan cai dat va sir dung OneDrive

Chon File (tap tin)/ Folder (Thu muc) dé tai 1én OneDrive.

L& Thi Hudng Anh T Tiilen v 2 Dbngbt  #f Tudénghéa v ¥ Sipxgp v = v
B Tépclatoi Tép
) Gin day Thu muc @
Tép cua toi
o Dichiasé
B Thingric O Tn Pasiaddi v NoudiSi.. v Kichthu.
Thi vién duge chia s¢ dulieu 22 Théng Bay L& Thi Huang Anh 15 muc
n nhom 1
Microsoft Teams Chat Files 20 Théng Tém L& Thi Huong Anh 1 muc
L QTKD 2020
56 ghi chép (1 Théng Ba L& Thi Heang Anh - 1 muc
 JEaEN
n Anh vén hoc phin 1 56 ghi chép Ldp hoc 04 Thang Nam SharePointApp 3 muc
Tao thu vién chung @ Bai kiém tra tin hoc dai cuong.docx 14 Thang Tw L& Thi Huang Anh 173 KB
ﬁ '\Inet,exe Vai gidy trude L& Thi Heong Anh - 319 MB

Hinh 19: Chon tp tin/ thi muc can lwu trik trén OneDrive

Chon tap tin/ thu muc can tai Ién = click chon Upload.

& Select Folder to Upload *
&« “ 4 o * ThisPC » Dulieu Phong May (E) » v O Search Du Lieu Phong May (E) 0
Organize » New folder =~ @
& This pC A Name Date modified Type “
_J 3D Objects A, Tai Lieu Luu Tru 11/15/2019 229 PM File folder
I Desktop B. Phan Mem Luu Tru 11/15/2019 2:28 PM File folder
. C. Phan Mém Cd 11/15/2019 2:33 PM File folder
Documents
Data 8/13/2019 8:21 AM File folder
; Downloads . _ .
Du Lieu 7/2/2020 1:19 PM File folder
 Music Kiem Ke 2017 7/10/2017 1:07 PM File folder
=] Pictures Mavis Beacon Teaches Typing Platinum 20 8/14/201% 5:23 PM File folder
m Videos MILLVN_ Crack Autocad 2013 7/28/2017 :28 PM File folder
S Winld (C) MISA - ECUS2015 - BHXH 8/14/2019 1:15 PM File folder
Du Liew (D) MISA SME.NET 2013 8/15/2019.9:27 AM File folder
Du Liew Phong b @ OneDrive - UFM 712172020 917 AM File folder
T . Seagate 500 GB 8/15/2019 10:29 AM Filefolder  w
o CD Drive (F:)
< >
Folder: | B. Phan Mem Luu Tru
| > Upload Cancel

Hinh 20: Chon Upload lén OneDrive
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Huréng dan cai dat va sir dung OneDrive

Upload one file to this site?

This will upload all files from "office 365- Ip quan 8. Only do this if you

trust the site.

Hinh 21: Man hinh upload 1én OneDrvie

Man hinh théng béao hién thi = click nit Upload dé tai dix liéu 1én OneDrive >
Man hinh sau khi hoan thanh tai dix liéu 1én OneDrive.

S

Lé Thi Hugng Anh 4 Tailen v~ 3 Pongbé  £E Tuddng héa v |5 Sdpxép v = v
Bl Tép caa toi
D Ganday L
Tép cua téi
£ Dichiasé
8 Thimo O Ten Da stia ddi Nguei 5ir... ~  Kich thu..
Thuf vign dudec chia sé dulieu 22 Thang Bay Lé Thi Huong Anh 15 muc
nhom 1
Microseft Teams Chat Files 20 Thang Tam L& Thi Huong Anh 1 muc
QTKD_2020
office 365- Ip quan 9 Vai gidy trudc Lé Thi Huong Anh 1 muc
B wsecs.
“ Anh van hoc phin 1 S8 ghi chép 01 Thang Ba Lé Thi Huong Anh 1 muc
Tao thy vién chung 58 ghi chép Lép hoc 04 Thang Nam SharePointApp 3 muc

Hinh 22: Sau khi tai lén OneDrive thanh cong
4.2. Download tap tin/ thw muc vé may tinh

Ding nhap tai khoan OneDrive - chon tap tin/ thu muc can tai vé may tinh >

click nat Download (tai xung) dé tai dix liéu vé may tinh.

Lé Thi Huang Anh |2 Chiasé @ Saochéplinkét | Tiixudng i X6a - | Spxép v X Bj
E1 Tép clatoi
D Ganday o
Tep cua toi
& Dichiasé
@ Thing réc O Tn D sifa dGi Ngudi Sira déi Kich th
Thu vién dudc chia sé :> o dulieu 5 22 Théng Bay L& Thi Huang Anh 15 muc
nhom 1
Microsoft Teams Chat Files 20 Thang Tam L& Thi Huang Anh 1muc
N QTKD 2020
office 365- Ip quan 9 Vai gidy trude Lé Thi Huang Anh 1 muc
Lép C19..
n Anh van hoe phin 1 S48 ghi chép 01 Théng Ba L& Thi Huang Anh 1 muc
Tao thuf vién chung 56 ghi chép Ldp hoc 04 Thang Nam SharePaint App 3 muc

Hinh 23: Chon tdp tin/thir muc can tai xuong
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Huréng dan cai dat va sir dung OneDrive

5. Chia sé tap tin/ thw muc trén OneDrive
5.1. Trén may tinh

Click phai chudt vao tap tin/ thu muc can chia sé >chon Share.

14 < | OneDrive - UFM
Home Share View

0
<« ~ 4 @ 5> OneDrive- UFM > pen
=N Open in new window
~ MName Pin to Quick access
# Quick access £ Add to MPC-HC Playlist
dulieu 22t ° B =
[ Desktop - "
Microsoft Teams Chat Files Bl Play with MEHC
* Downloads * 7 5 < I
’ office 363- Ip quan 9 & Share
% Documents * g &
=] 56 ghi chép View online
= Pict » = s
=] Pictures 50 gh\. =dp Lefplize Always keep on this device
hinh onedrive @ Bai kiem tra tin hgc dai cuong
Free up space
hinh onedrive 08 net

© Quétvirus
e Kiém tra danh ti€éng trong KSN
e Kaspersky Application Advisor

hudng dan sir dung onedrive

@ OneDrive - UFM

@ OneDrive - UFM Give access to >

@ Onelrive - UFM Restore previous versions

01. Phin M&m Phong May Tin fF) Combine files in Acrobat...

02. B3 ban giao thiét bi CNTT Include in library

Hinh 24: Chon tdp tin/ thu muc muoén chia sé

Nhap tén hodc email cia nguoi nhan dir liéu chia sé tai muc Enter a name or

email address, thém tin nhin tai muc Add a message >click nit Send.

- Share "office 365- lp gquan 97 >

Send link
office TE5- Ip gQuan @

People im LUFR with the link camn edit >

@ o0 < <1
P s |

Copy link rore apps

Hinh 25: Nhdp email nguwoi cdn chia sé tap tin/ thie muc

Man hinh sau khi chia sé thanh cong.

™ Share "Microsoft Tearms Chat Files” >

Link to 'Microscft . Chat Files® sent

Hinh 26. Chia sé tdp tin/ thu muc thanh céng
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Huréng dan cai dat va sir dung OneDrive

5.2. Trén website

Ping nhap vao tai khoan OneDrive = click phai chudt tai thu myc/ tap tin can

chia s¢ = chon Share.

B3 My files

] MName
D Recent
01. Phan M&m Phéng May Tinh
2% Shared s
© Recyde bin (] 02. D3 ban giao thist bi CNTT 1=
Share
Shared libraries O 04. Thong So May Til
Copy link
B op Hoc Truc Tuyen czo.. 05. De Xuat 2020
Manage access
B oo 06. Mang 778 Nguy& Download
Create shared library
07. Wifi Q9 Delete
. Move to
08. 778 Nguyen Kienr
Copy to
09. Driver PC
Rename
2. Cai |IE ket noi bo tz
Automate

Get the OneDrive apps 3. Software For Phon pagzi1

pm100 & Share & Copy link | Download T Delete =

Modified

September 15

July 30

Bust 28

eptember 1

eptember 20

eptember 23

ctober 6

ovember 12

ovember 3

iy 30

Hinh 27: chon tdp tin/ thu muc can chia sé

Nhap tén hodc email, tin nhin cho ngudi nhan chia sé di liéu = click nat Send.

Send link %

People in UFM with the link can edit

Enter a name or email addrass

Add a message (optional)

@ R

Copy link: Outlook

Hinh 28: Nhdp email nguoi cdn chia sé

Luwu v: Dé xem céc tap tin/ thu myc di chia sé > chon Shared.
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Huréng dan cai dat va sir dung OneDrive

pm100 ﬂ Open v |2 Share @ Copylink >< 1selected [T Sotv =v ()
BT Myfiles @ Popular around you files will appear here as others share and collaborate on files.
D Recent
& Shared )
Shared with you
g Recydebin Céce thw muc / t3p tin 43 share
Shared libraries [ MName Date Shared |
n Ldp Hoc Tryc Tuyén C20.. Microsoft Teams Chat Fles 2 hours ago
personal 3 lethihuonganh_ufm_edu va > Documents
- JEISES
Create shared library

Hinh 29: Xem tdp tin/ thu muc da chia sé

Dé loai bo dir liéu chia sé tir danh séch >click phai chudt vao dit liéu can loai

bo dix liéu chia sé trong chire nang Shared - click nit Remove from shared list.

pmi00 & Share & Copy mk 51 Add shorteut to My fles Remove from shared et
B My files (@ Popular around you files will appear here a.rs share and collaborate on files

D Recent

£ Shared

Shared with you
& Recycle bin

Shared libraries (-] [} Name
Uepp (e T Toen @2t Microsoft Teams Chat Files
(] - 2 2
personal > lethihuon
[ < QESER P
Create shared library Share
Copy link

Add shortcut to My files

Remove from shared list L — ]
Details | Remove from shared s

Hinh 30: Xoa tdp tin/ thuw muc da chia sé

Dé durng chia sé dir liéu > click chon tap tin/ thu muc can dirng chia sé = chon

Manage Access.

pm100 =¥ Share <@ Copy link 1 Download T Delete

Ea My files

) Recent .
My files
& Shared
& Recycle bin | Name Modified
FiaveE e 01. PhER MEm Phang May Tinh September 15
LSp Hoc Truc Tuyén C20...
ﬂ o “. p2.paba >"re 2 July 30
B ocio. Copy link

04. Thong August 28
Create shared library Manage access
05. De Xu September 1

Download

06. Mang Delete September 20

Hinh 31: Chon Manage access

Phong Cong nghé Théng tin — UFM Trang 13



Huréng dan cai dat va sir dung OneDrive

Click vao ddu ba chém (...) bén phai duong link di chia sé.

D& D2. B3 ban giaoc thigét bi CTNTT e

Manage Access

@ Links giving access O £ Share

| https:/fufmedu-my.sha... | Copy ‘

Pecple in UFM with the link can edit

o Direct access @

pm100 Ovwner

Hinh 32: Chon vdo dau ba cham ciia hop thoai Manage Access

X6a chia sé bang cach click dau X.

< Manage access T

| https:/Yufmedu-my.sha... Copy =

People in UFk with the link can edit

i Link settings

Shared with

Hinh 33: Click vao ddu X dé ngirng chia sé dir liéu
6. Sap xép dir liéu trén OneDrive

Click nat Sort = chon thudc tinh can sap xép.

OneDrive O Search 1
pm100 T Upload v 22 Sync  #E Automate Fsotv =v O
3 My files Type
D Recent . Name

My files

are odifies
& Shared Modified
@ Recydlebin O Name Modified Modific  Modified By

ibrari File size
FrE i 01, Phin M&m Phéng Méy Tinh September 15 pm100
n Lép Hoc Truc Tuyén C20... Ascending
A& 02.D3ban giao thiét bi CNTT July 30 pm100
n Ldp €19, Descending

Hinh 34: Chon chitc ning Sort dé scp xép di liéu
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Huréng dan cai dat va sir dung OneDrive

7. Xéa dir liéu trén OneDrive

Chon tap tin/ thu muc can x6a > click nit Delete.

pm100 | Download i Delete |7 Sort v X 2sclected =V
B3 My files
D Recent .

My files
o Shared
i [ Name Modified Modified... *~  File size
Shared librares 0 01, Phan M&m Phong May Tinh 12 September 13 pm100 5 items
Léip Hoe Truc Tuyén C20... )

© . 02Dibingaothi@hiCNTT 12 | ly0 pm00 5items
N . EEAen

Hinh 35: Chon chitc nang Delelte dé xéa di liéu

8. Sao lwu dir li€u tir may tinh 1én OneDrive

Chon biéu twong OneDrive bén phai man hinh 2 Click nit Help & Settings >

Settings.

@ OneDrive is up to date

LIFMA

S0.png

& minutes ago

A9.png

D minutes ago

48.png

10 minutes ago

A7 . png
Uploaded to hin

14 minutes ago

AG.png
Uploaded to hin

15 minutes ago

45.png
Uploaded to hin

26 minutes ago

A4 . png
Uploaded to hin

33 minutes sgo

EREREERERERE

(|

Open folder

Uploaded to hinh onedrive

Uploaded to hinh onedrive

Uploaded to hinh onedrive

Open your Onelrive - UFM folder
Settings

Wiew online

Pause syncing e
Manage storage

Get help

Send feedback

Close OneDrive

>

X

Help & Settings

Hinh 36: Chon Help & Settings
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Huréng dan cai dat va sir dung OneDrive

Chon tab Backup - chon Manage backup.

o Microsoft OneDrive >

Settings Account Backup Metwork ©Office  About
Important PC Foldgl
Back fil PR (o] ts d
Pretures Tolders to b, oo thayre o |_Managebacap |
protected and avagible dh other dewvices.

Ok Cancel
N . ~ 7en
Hinh 37: Sao lvu dir liéu
Chon Start backup.
& Microsoft OneDrive X

Manage folder backup

These folders are syncing in OneDrive. New and existing files will be added to OneDrive,
backed up. and available on your other devices, even if you lose this PC.

o
- : .
= i
Desktop Documents Pictures
2 KB

Files backed up
Stop backup

Files backed up
Stop backup

Space left in OneDrive after selection: 1,912 GB

Hinh 38: Chon Start backup dé sao leu diF liéu
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Huréng dan cai dat va sir dung OneDrive

9. Dirng dong bd dir liéu trén OneDrive
Néu ngudi ding khong muén dong bé mot thu muc trong OneDrive véi may tinh.

— Click biéu tuong OneDrive bén phai man hinh trén thanh Taskbar.
— Click nut Help & Settings = Settings - click Choose folder.

& Microsoft OneDrive >

Settings Account Backup Metwork Office  About
Onelrive - UFM {pm 100@sw . ufm.edu.wn)

136 GE of 2,048 GEBE doud storage used Add an account
Manage storage Unlink this PC

1 location is syncing
Cnelrive - UFM
2.2 GB used on this PC Choose folders Stop sync

Cancel

Hinh 39: Chon vao Choose folders

Click chon tap tin/ thu muc khéng muén d¢éng bo > click nit OK.

& Microsoft OneDrive >

Choose folders

Choose what you want to be available in your "OneDrive - UFM" folder. These files
will be available on-demand. Unselected folders will be hidden from File Explorer.

B Make all files available

Or make these folders visible:

B [ Files not in a folder (7.7 GB) -
> B == 01. PhiEn MEm Phang May Tinh (9.0 GB)
> B To 02. D3 ban giao thigt bi CNTT (131.6 KB)
> Bl T= 04. Thong So May Tinh 2020 (4.2 MB)
> B To 05. De Xuat 2020 (465.2 KB)
> B T 06. Mang 778 Nguyén Kiém (183.0 KB)
> Bl T= 07.Wifi Q9 (553.7 KB)
> B == 08. 778 Mguyen Kiem 10 06 2020 ({11.2 MB)
> B T 09. Driver PC (13.2 GB)
> 2 (ai IF kat nni ha tai chinkh (140 A4 MRY e

Location on your PG D:A\OneDrive - UFM

Hinh 40: Dirng dong bé dir liéu
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Huréng dan cai dat va sir dung OneDrive

10. Tam dirng hoat dong OneDrive trén may tinh

Chon biéu tugng OneDrive trén thanh Taskbar = click nat Help & Settings =

Settings = Pause Syncing.

e OneDrive is up to date

LIFMA

56.png

55.png

54.png
Uploaded to hin

10 minutes sgo

Where are my
Uploaded to Deg

11 minutes ago

Uploaded to hinh onedrive

Open your Onelrive - UFR folder
Settings
Wiew online

Pause syncing o

2 hours

53.pNng
Uploaded to hin

2 minutes ago

52.png
Uploaded to hin

16 minutes sgo

51.png
Uploaded to hin

21 minutes ago

BEREERE B

2 hours

24 hours
MManage storage
Get help

Send feedback

Close Onelrive

Hinh 41: Tam ngung hoat dong ciia OneDrive

Luu y: Chon thoi gian tam ngung hoat dong cia OneDrive.

11. Ping xuit OneDrive khéi may tinh

Chon biéu twgng OneDrive trén thanh Taskbar = click nat Help & Settings >
Settings - click tab Account = click Unlink this PC.

- Picrosoft OneDrive

136 GB of 2,098 GB doud storage used
Manage storage Unlink this PC

1 locaton is synic
OneDrive - UFEM
2.2 GB used on this PC

Settings Account  Backup Metwork Office About

OneDrive - UFM {pm 100&sw . ufm.edu.wn)

Add an account

Choose folders Stop sync

Cancel

Hinh 42: Chon

Unlink this pc
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Huréng dan cai dat va sir dung OneDrive

Man hinh thong bao hién ra - click nut Unlink acount.

Microsoft OneDrive >

Unlink account on this PC?

Your business content associated with account
(pm100@sv.ufm.eduswn) will stop syncing. Loecally available

files will remain on this device whige only files will be
removed,

I Unlink account I Cancel

Hinh 43: Chon Unlink account dé ddang xudt khéi OneDrive

12. Chu thich cac biéu twong OneDrive

y

'SEaEanN o

OneDrive chua dang nhap.

OneDrive da dang nhap.

OneDrive dang xu ly dit liéu thay doi.

OneDrive tam dung.

L&i ddng bo OneDrive.

bt

Tai khoan OneDrive bi chan.

Tai khoan OneDrive gan day.

Tap tin/ thu muc san dung truc tuyén.

ey o | Tap tin/ thu muc da chia sé.

@ | Pdng bo dit lieu trén OneDrive.
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