BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HOC DPéc lap — Tw do — Hanh phiic
TAI CHINH - MARKETING

S6:2985/ TB-DPHTCM-QLTSCNTT  Thanh phé Ho Chi Minh, ngay4{ thing 9 nam 2025

. ] THONG BAO
Vé viéc trién khai xac thuc hai bwéc doi voi tai Khoan email va tai khoian
Office 365 véi tén mién ufm.edu.vn ciia Trudng

Cin ctr Quyét dinh s6 1731/QD-DPHTCM-QLTSCNTT ngay 03/6/2025 cua
Hiéu truéng Trudng Pai hoc Tai chinh — Marketing vé viéc ban hanh Quy ché quan
Iy, van hanh, khai théc ha ting céng nghé thong tin va hé thdng thong tin cia
Trudong Pai hoc Tai chinh — Marketing.

Nhim ting cudong an toan va bao mét cho cac tai khoan email va tai khoan
Office 365 c6 tén mién ufm.edu.vn do Truong cép cho vién chirc, ngudi lao dong
va nguoi hoc, Nha truong dé nghi cac don vi thudc va truc thudc Truong phé bién
noi dung trong Thong bao dén vién chirc, ngudi lao dong va ngudi hoc thuc hién
kiém tra va kich hoat xac thuc hai budc cho cac tai khoan cé mién ufm.edu.vn
(dinh kéem Huwéng dan kiém tra va xdc thuc hai bude cho tai khodn).

Trong qué trinh thuc hién, néu cé kho khin hoic vudng mic, cac don vi va
c4 nhan phan hdi y kién dén Ban Giam hiéu (qua Phong Quan 1y tai san va c%
nghé thong tin, email: phongglts-cntt@ufin.edu.vn) dé duge hd tro kip thoi./.#

Noi nhin:

- Ban Giam hiéu;

- Céac don vi trong Trudng;
- Website UFM;

- Luu: VT, QLTSCNTT. /




Hudng dan kiém tra va xac thuc hai budc cho tai khoan c6 mién ufm.edu.vn

BO TAI CHINH
TRUGNG DAI HOC TAI CHINH - MARKETING

HUGONG DAN
SRS
KIEM TRA VA KiCH HOAT
XAC THU'C TAI KHOAN CO MIEN UFM.EDU.VN

Phong Quan ly tai san va Cong nghé thong tin

1. Muc dich

NOI DUNG

Muc dich
Cac van dé thuong gap
Xac thwc bao mat tai khodn gmail véi mién ufm.edu.vn

Xac thwc bao mat tai khoan Microsoft Office-365 ,

| e B

S dung (rng dung OneDrive
6. Sir dung rng dung Google Drive

1. Muc dich

- Phong chdng nguy co bi chiém doat tai khoan, ro ri

va mat dir liéu.
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1. Muc dich 1. Muc dich

- Tang cudng an toan va bdo mat cho cac hé théng - Nang cao nhan thirc va ky

thong tin clda Truong.

nang an toan thong tin cho ngudi

dung trong ky nguyén sé.

1. Muc dich

2. Cac van dé thuong gap

- RO ri théng tin cd nhan.
- M4t khau yéu hodc st dung lai mat khau.
- TAn cong phishing va social engineering.

- Ung dung va quyén truy cap khong dang tin cay
Leaked password s -. v ) B2 Microsoft

-gvtmedivn
Enter rd
Google Workspace e

‘Your account is temporarily locked to prevent

trouble, contact your admin.

Password

| Forgot my password

“Sign i with ancther account

T




Hudng dan kiém tra va xac thuc hai budc cho tai khoan c6 mién ufm.edu.vn

2. Cac van dé thuong gap 2. Cac van dé thuong gap

- Dt liéu khéng déng béo.

- Dang nhap hé théng khéng dung tai khoan duoc cép.
- Khéng dang xuat khai thiét bi céng cong. - Thi€u cap nhat hé théng va phan mém.
") Xbacache
- Wi-Fi cong cdng khong an toan. A
@ Db mat kha ‘ B Micosof
[} °°°I| Workspace Alerts . Yo AN . 0 1 U
: ; o
= leCetebs Ll @) Thay déi bi danh Slgn n
Google Workspace Thit7 ) ey g fim Baveierewg vk g . ]
07/06/2025
(] Dang nhip Office 365 AADSTSS0020: User account g @gmailcom’ from identity provider
Tve.com’ does not exist in tenant "UFM" and cannot access the appiication
® Ding xuat '30443834-3511-4443-9698-60ffec491b79 (ASCVN-UFM-HocTrucTuyen) in that
tenant. The account needs to be added as an external user in the tenant first. Sign
‘out and sign in again with a different Azure Active Directory user account
wwwufmedu vn 3

3. Xac thwc bao mat tai khoan gmail véi
mién ufm.edu.vn

3.1. Pang nhap tai khodn Google v&i mién ufm.edu.vn

3.1. Pang nhdp tai khoan Google v&i
ufm.edu.vn

- Truy cép https://mail.google.com

3.2. Thiét 1ap xac thuc bao mat tai khoan gmail véi mién ufm.edu.vn

 Email or phone
- Chon "Sign in”. hotrokythuat@ufm.edun ‘
3.3. Xac thyc bdo mat tai khoan sau lan ding nhap dau tién
~ A ? w n il?
- Nhap tai khoan dang nhap. Forgot emel?
- Nhé'n Ne)(t. Not your computer? Use a Private Window to sign in. Learn more
about using Guest mode

Create account m

www.ufm.edu.vn
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3.2. Thiét lap xac thuc bao mat tai khoan

gmail véi mién ufm.edu.vn

e
Sae)

Nhép vao anh dai dién tai khoan (goc
trén bén phai trinh duyét) — chon

“Manage your Google Account”

www.ufm.edu.vn

3.2. Thiét 1ap xac thuc bdo méat tai

gmail véi mién ufm.edu.vn

Chon “2-Step Verification”.

GoogleAccount Q. Sewren Goghe Aecount

www.ufm.edu.vn

3.2. Thiét 1dp xac thuwc bdo mat tai khoan

gmail vé&i mién ufm.edu.vn

Chon “Security”.

© Home Security
[ Personalinformation

@ Dataand Privacy
Your account is protected

The Secuity Checkup tool checked your account and found no recom:
mended actions.

ﬁ Security
&, People and sharing

Payment and subscription
B s
See details

@ Introduce

Settings and recommendations to help you keep your account secure

www.ufm.edu.vn

3.2. Thiét 1dp xac thuwc bdo mat tai khoan

gmail véi mién ufm.edu.vn

Ngudi dung chon 01 trong 02 phuong thirc sau:
* Phuong thirc 1: Xac thuc bang sd dién thoai.

* Phuong thirc 2: Xac thuc thdong qua ng dung Google

www.ufm.edu.vn

Search
Authenticator. Google
Authenticator
Google LLC
GET
seexRAImIGS AE owar
4.8 a4+ 6
ek ek ok fears Old Utititie
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3.2. Thiét lap xac thwc bao mat tai khoan \
gmail véi mién ufm.edu.vn

Phuwong thirc 1: Xac thue bang s6 dién thoai.

Chon “Add phone number”.

Make sure you can access your Google Account by keeping it up to date and adding other sign

:g Access keys and security keys © #dd security key

D Google Reminder @ 1device

od' U

g Authenticator © Add authenticator app

E Phone number < © »dd phone number )

www.ufm.edu.vn

www.ufm.edu.vn

3.2. Thiét lap xac thwc bao mat tai khoan \
gmail véi mién ufm.edu.vn

Nhan “Finished” d& hoan tat xac thuc bdo mat tai khoan.

You're now protected with 2-Step Verification

When you log in, you will be asked o complete the second most secure step,
50 make sure this information is abways up to date.

D Google Reminder @ 1device

[=]  Phone number @ os03600116

()

3.2. Thiét 1ap xac thuc b3do mat tai khoan \

gmail v&i mién ufm.edu.vn

Nhap s6 dién thoai dé xac thuc tai khoan — Next.

o
about how

www.ufm.edu.vn

Add phone number

Your phone number can be used to verify your identity when logging in and to
receive alerts if there is unusual activity.

[~ [+84xxxxxxxxxx|

You can use your Google Vo
you lose acces:
Google uses this information @

won't be able to receive codes if
¢ charges may apply. Learn more

Gancel

3.2. Thiét 1ap xac thuc b3do mat tai khoan \

gmail v&i mién ufm.edu.vn

Authenticator.

www.ufm.edu.vn

trén thiét bj di déng.

Phuong thirc 2: Xac thuwc thdong qua (ng dung Google

Luu y: Nguoi dung phdi cai dat teng dung Google Authenticator

 GOOGLE
AUTHENTICATOR
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3.2. Thiét 1ap xac thuc b3do mat tai khodn V¥ 3.2. Thiét 1ap xac thwc bdo méat tai khoan
gmail véi mién ufm.edu.vn gmail véi mién ufm.edu.vn

Chon “Add authenticator app”. Chon “Set up authenticator app”.
lake sure you can access your Google Account by keeping it up to date and adding other sign & Authenticator App
:? Access keys and security keys @ ~dd security key Instead of waiting for a text message, get a verification

code from an authenticator app. This app works even if

your phone doesn't have a network connection. < % ‘ % )

D Google Reminder © 1device First, download the Google Authenticator app from the
Google Play Store or App Store on your iOS device .

Bt 2
Lg% Authenticator (&) Add authenticator app + Setup authenticator app

3.2. Thiét 1ap xac thuc b3do mat tai khodn \ 3.2. Thiét 1ap xac thwc bdo méat tai khoan
gmail véi mién ufm.edu.vn gmail véi mién ufm.edu.vn

Tai va cai dat &ng dung Google Authenticator trén thiét bi di dong. M@ rng dung Google Authenticator=> Quét ma Scan QR Code.
Set up authenticator app 09:07
I = Authenticator

Microsoft Entra ID
hotrokythuat@ufm.edu.vn

www.ufm.edu.vn
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3.2. Thiét 1ap xac thuc b3do mat tai khoan 3.2. Thiét 1ap xac thuc b3do mat tai khoan \

gmail véi mién ufm.edu.vn gmail véi mién ufm.edu.vn
Trén (ng dung hién thj 6 ky tu sé. - Nhap ma QR Code vao muc “Enter  [wommemcmon

09:07 - Enter the 6-digit code you see inthe app

Bowid the 6-digit code you see in the app”

= Authenticator

855364
——

@ Microsoft Entra ID

R b o > - Chon “Verify” dé hoan tat xac thuc

5 bao mat tai khoan.

www.ufm.edu.vn www ufm edu.vn

3.3. Xac thuc bao mat tai khoan sau lan dang 3.3. Xac thuc bao mat tai khoan sau lan dang

nhip dau tién nhip dau tién
Khi dang nhap tai khoan dwgc bao mat, nguoi dung sé nhan M& va xac nhan tai khoan chinh ch dé duorc truy cap vao hép thu.
théng bdo tir Google trén thiét bi di dong. ==

Google

Cé phai ban dang cé dang

GAP bay gi&

m Xac nhan réng chinh ban dang c6 dang...
hotrokythuat@ufm.edu.vn

T
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4. Xac thwc bao mat tai khoan MS. Office 365¢

4.1. Dang nhip tai khodn MS. Office 365
4.2. Thiét 13p xac thuc bado méat tai khodn MS. Office 365
4.3. Xac thuc bdo mét tai khodn MS. Office 365 cho lan ding

nhap sau B® Microsoft 365
* @ S
e o D &

4.1. Dang nhap tai khoan MS. Office 365

- Truy cdp https://portal.office.com

- Dang nhép tai khodn Microsoft Office 365.

= Chon Next. B Microsoft
Sign in

Email, phone, or Skype

No account? Create one!

Can't access your account?

4.2. Thiét lap xdc thuc bio mat tai khodn'
MS. Office 365

B4t tinh ndng xac thuc cho tai khodn = Chon muc

“Security info”.

| % Overview

O Devices

www.ufm.edu.vn

www.ufm.edu.vn

4.2. Thiét Iap xac thuc bdo mat tai khodn<
MS. Office 365

Nguaoi dung chon 01 trong 02 phuong thirc sau:

» Phuong thire 1: Xac thue bang s6 dién thoai.

* Phuong thirc 2: Xac thuwc thong qua &ng dung Microsoft

Authenticator.

Microsoft
Authenticator
Microsoft Corporation

B

www.ufm.edu.vn
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4.2. Thiét lap xac thwc bao mat tai khoén

4.2. Thiét lap xac thwc bdo mat tai khoan'

MS. Office 365 MS. Office 365
Phuong thirc 1: Xac thwc bang sé Nhap m3 code hodc thuc hién yéu cdu xac thwc qua cudc goi
2% Microsoft
dién thoai. i cua Microsoft. B8 Microsoft
Verify your identity test@uimeduvn
Chon phuong thic xac thuwc qua I Enter code
[ We texted your phone +XX XXXXXXX16. Please
“« " ofes g . ” ~ . enter the code to sign in.
Text” (tin nhan) hoac “Call” (cudc goi). &g caoncoosmoons - ’
Having trouble? Sign in another way
conce

4.2. Thiét lap xéc thwc bao mat tai khoan® 4.2. Thiét lap xac thwc bao mat tai khoan'

MS. Office 365 MS. Office 365
Chon Next dé hoan tat xac thuc bao mat tai khoan. Phurong thirc 2: Xac thuc thong qua (ng dung Microsoft
BE Microsoft Authenticator.

test@ufm.edu.vn ’ A . ~ 2. ] o ’ .
Protect your account Lwu y: Nguoi dung phai cai dat ang dung Microsoft
For a faster and safer way to sign in, your

organization requires you to use Microsoft AU t h e n t | Ca tOr

Authenticator.

Skip for now (3 times left)

[
www.ufm.edu.vn www.ufm.edu.vn
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4.2. Thiét lap xac thwc bao mat tai khoan{2s 4.2. Thiét 13p xac thyc bdo mit tai khoan'
MS. Office 365 MS. Office 365

Dang nhéap tai khoan xac thuec. Trén may tinh: Chon “Security info” — “Add Sign-in method”.

& Ping nhap bing Microsoft .Securlty info
e L e ot e T e T e et Yot ma
Youre stie sign o where it

Thém tai khoan cd quan hoac
L trudng hoc

’ 5% QuétmaQr }

Khoi phuc tif ban sao Iuu =

>
4.2. Thiét 13p xac thyc bdo mit tai khoén 4.2. Thiét 1ap xac thuc bao mat tai khoan

MS. Office 365 MS. Office 365

Chon “Microsoft Authenticator” — Next. M& tng dung trén thiét bj di déng quét ma QR code — Next.
Microsoft Authenticator X
Add a sign-in method X Scan the QR code

Microsoft Authenticator
Approve sign-in requests or use one-time code;

www.ufm.edu.vn www.ufm.edu.vn

10
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4.2. Thiét lap xac thwc bdo mat tai khoan'

MS. Office 365

Nhap ma xac nhan trén thiét bi di déng — Next.

Microsoft Authenticator X

o Let's try it out
Approve the notification we're sending to your app by entering the number shown below.
- 98

Back

www.ufm.edu.vn

4.2. Thiét lap xac
MS. Office 365

Security info

These are the methods you Use 0 5 IO yOUr ACOUNL OF reset your Password

www.ufm.edu.vn

11

4.2. Thigt l3p xdc thyc b3o mat tai khoans
MS. Office 365

Chon “Next” dé hoan tat xac thyc théng qua (rng dung Microsoft

Authenticator.

Microsoft Authenticator X

. Notification approved

www.ufm.edu.vn

4.3 Xac thyc bao mat tai khoan MS. Office -
365 cho lan dang nhép sau

Sau khi dang nhap tai khoan, ngudi dung s& nhan thong bao:

B Microsoft
hotrokythuat@ufm.edusn

Approve sign in request

€9 Open your Authenticator app, and enter the
number shown to sign in

www.ufm.edu.vn
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4.3 Xac thuc bao mat tai khoan MS. Office L2z

365 cho lan ding nhap sau

Mé& &ng dung Microsoft Authenticator trén thiét bj di déng va

07:58 ol ® D

nhap m3 dé xac thuyc tai khoan.

= Authenticator Q +

m UFM
hotrokythuat@ufm.edu.vn
GAP
A A A Ban dang ¢d ging
0 Phé duyét dang nhap? dingnhip?
otokytuatduimacun

Nndp 8 th 64 gang r.
Pt s6
Khang, khéng phai toi

Co
——

www.ufm.edu.vn

5.1. Hwéng dan cai dit OneDrive
- Néu may tinh cai dit Windows 10/11: Ung dung OneDrive
duwoc cai dit san clng vdi hé diéu hanh.
- N&u chua co:
https://www.microsoft.com/vi-

Truy cap website:

vh/microsoft-365/onedrive/download

www.ufm.edu.vn

12

5. Sir dung (rng dung OneDrive

5.1. Hwé'ng dan cai dit OneDrive

5.2. Hwé'ng dan sir dung OneDrive

&& OneDrive

www.ufm.edu.vn

5.1. Hwd'ng dan cai dat OneDrive

Tai va cai dat &rng dung.

Do you want to run this file?

Tai xudng OneDrive

Neéu ban sif dung Windows 11 thi OneDrive da dudc cai dat trén
mdy tinh cia ban. Néu ban dang st dung mét phién ban Windows
khéc, hdy cai dit OneDrive dé bat dau. Run Concd

T E Name: ..M06 0T\OneDrive - UFM\M3y tinh\OneDr

Publisher: Microsoft Corporation
Type: Application
From: CAU - UMMy tir

[ Always ask before opening this file

Tai xudng OneDrive Biéng nhi
Adu g (g \Whilefiles from the Intemet can be useful thi ik type can potentially
'/,, harm your computer, Only run software from publishers you trust.

What's the risk?

T —
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5.1. Hwéng dan cai dit OneDrive
Sau khi cai dat xong, dang nhap bang tai khoan Office 365 —

Right click vao shortcut OneDrive — Chon muc “Sign in”.

220 PM B
11/07/2025 Y9

WAL

. 357 PM
A @ ® 7 Q)
1% 13/07/2025 ]

5.2. Hwéng dan st dung OneDrive

Quan ly tép (file) va thw muc (folder):
- Tao thu muc: Chon muc “Create or upload” — Folder — Dat
tén thuw muc.

Luvu y: The muc vira tgo dwoc lwu trong My files cua

OneDrive.
+ Create or upload
Folder

5.1. Hwéng dan cai dit OneDrive

- Nhap tén tai khoan dang nhap — Sign in.

- Nhap méat khdu — Sign in.

Set up OneDrive

nnnnnnnnnnnn

R

5.2. Hwéng dan st dung OneDrive

Quan ly tép va thw muc:

- Sap xép thu muc: Chon muc “Sort” — Chon tiéu chi sdp xép

dix liéu.

Type

Name
~ Modified
Modified By

File size

~ Ascending

Descending

www.ufm.edu.vn

13
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M)

5.2. Hwéng dan st dung OneDrive d A,

5.2. Hwéng dan st dung OneDrive

Quan ly tép va thu muc: Quan ly tép va thu muc:

- Tai tép/thu muc |én OneDrive: Chon | Raket CRIAN I bEs - P6i tén tép/thu muc: Nhan chubt ' Download
muc “Create or upload” — Chon Files phai vao tép/thuw muc — Rename —
Folder

upload hodc Folder upload. Nhap tén mai.

e Move to
rj Files upload
€8 Folder upload

5.2. Hwéng dan st dung OneDrive 5.2. Hwéng dan st dung OneDrive

Quan ly tép va thu muc: Quan ly tép va thw muc:
, B o R . . , .. L/ Delete
- Di chuyén/Sao chép: Nhan chudt phai vao tép/thu muc - Xoa/Khoi phuc: T:?..
Favorite
— Move to/Copy to — Chon vi tri d8n — Move + Xoa tép/thv muc: Nhan chuét. 1 Download
here/Copy here. phai tép/thu muc — Delete.
. . W Recycle bin
€8 Move to + Khoi phuc: Chon muc “Recycle bin”. |
Delete
@ Copyto — Chon tép/thv muc khéi phuc — Restore.
Folder color >

14
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5.2. Hwéng dan st dung OneDrive

5.2. Hwéng dan st dung OneDrive

Doéng bd dir liéu: Chia sé va phan quyén:
- Nguoi dung dua dit liéu tir may tinh vao thw muc OneDrive- - Chia sé: Nhan chuét phai tai liéu — Chon “Share” = Nhap email
UFM trong File Explorer. nhan “Add a name, group or email” hodc tin nhan “Add a message”
- Hé thong s& ty dong dong bd dir liéu gitta may tinh va — Send. ——
OneDrive (cloud), gitp truy cap va lam viéc linh hoat & moi thiét bi. N T

5.2. Hwéng dan st dung OneDrive 4. Sir dung rng dung OneDrive

Chia sé va phan quyén: - Chia sé:

Share "Tai liéu" - @ X
- Phan quyén: & Adtarome g, or e + Copy link: Tao va sao chép lién k&t (URL) dé& chia sé nhanh

Can edit
@ Add a message 77 ey

+ Can edit: Co thé chinh stra. tai liéu qua email, Zalo, Teams,...

Can view
Can't make changes

lCl

+ Can view: Chi doc.

‘ G Copy link | 3 ‘

+ Can’t download: Khéng thé tai.

www.ufm.edu.vn www.ufm.edu.vn
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5.2. Hwéng dan st dung OneDrive 5.2. Hwéng dan st dung OneDrive

- Link settings: Sao lru va bao mat:
+ People in UFM: Cho phép tai khoan UFM truy cap URL. - Sao luu ty dong:
+ Only people with existing access: Chi nhirng tai khoan + Khoi dong (rng dung OneDrive.
duwoc cap quyén truy cap. + Chon “Help & Settings” — “Settings” €3 Settings
+ People you chooii:mihi tai khoan email duoc chon. + Chon “Manage backup” — Chon tai liéu. i: Z:::dh“k
: sao luu ty dong — Save changes. @ pause syncing .
- . X Quit OneDrive

®)  peopieyou choose
www.ufm.edu.vn .ufm.edu,vn

5.2. Hwéng dan st dung OneDrive 5.2. Hwéng dan st dung OneDrive

b ? "~ O Share b ? ~
Sao lwu va bao mat: B Sao lwu va bao mat:
2 ~ N e A Manage access s rd . rd rd A Y b "~

- Khéi phuc phién ban cii tai liéu: View online - Bat xac thyc hai budc: Thao tac nhu néi dung trinh bay trén.

+ Nhan chudt phai vao tai liéu. Always keep on this device - Gidi han thoi gian chia sé tai liéu:

+ Chon “Version history” — phién ban + Chon tai liéu — “Share”.

khoi phuc — Restore. Open File + Chon “Link Settings” — “Set expiration date” — Apply.

) Set expiration date (MM/DD/YYYY) x
Delete Version

16
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5.2. Hwéng dan st dung OneDrive

Sao lwu va bao mat:

- Dirng chia sé tai liéu:

+ Chon “No direct access” — Apply.

® Share

+ Nhan chudt phai vao tai liéeu — “Manage access”.

Copy Link

View online

www.ufm.edu.vn

6. S dung irng dung Google Drive

6.1. Truy cap va dang nhap Google Drive

6.2. Hwéng dan sir dung Google Drive

Google Drive

www.ufm.edu.vn
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5.2. Hwéng dan st dung OneDrive

Sao lru va bao mat: &

Advanced settings

- Xo& quyén truy cap:

+ Nhan chudt phai vao tai liéu — “Manage access”.

+ Chon “Advanced settings” —
BROWSE PERMISSION
“Delete unique permissions”. o] O
a5 afy
+ Chon Ok D;S:ve\i:s?é?\‘f Pergrizgitons
Inheritance Grant

6.1 Truy cap va dang nhap Google Drive

- Truy cap https://drive.google.com

- Dang nhap bang tai khoan gmail mién ufm.edu.vn duoc cap.

~
1C ]
Signin
to continue to Google Drive
...........
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6.2. Hwéng dan st dung Google Drive
Tao va quan ly thu muc:
- Nhan ndt “New” & géc trai man hinh.

- Chon “New folder” — Nhap tén folder — Create.

L Drive & orive
4+ New
File upload

6.2. Hwéng dan st dung Google Drive

Tao tai liéu truc tuyén:

- Nhan ndt “New” & géc trai man hinh.

8

- Chon tén &ng dung tao tai liéu.
+ Google Docs: Soan thao van ban.

2 , [>]

+ Google Sheets: Tao bang tinh. g

+ Google Slides: Thiét ké bai thuyét trinh.

Google Docs
Google Sheets
Google Slides
Google Vids
Google Forms

More

+ Google Forms: Biéu mau khao sat, dang ky, ...

www.ufm.edu.vn
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6.2. Hwéng dan str dung Google Drive

Tai tai liéu Ién Google Drive:

- Nhdn nat “New” & géc trai man hinh. L Drive
- Chon “File upload”/“Folder upload” — Tai F—
3 New folder
liéu — Open/Upload.
[® File upload

LU’U \7: Cé thé kéo Vé thé tép/thU’ mUC tl‘r méy (3] Folderue]oad

tinh [én Google Drive.

www.ufm.edu.vn

6.2. Hwéng dan str dung Google Drive

Mé va chinh sira di¥ liéu truc tuyén:
- Nhdn chudt phai vao tép — “Open with”.

- Chon trng dung tuong &ng.

<» Open with »

www.ufm.edu.vn




Hudng dan kiém tra va xac thuc hai budc cho tai khoan c6 mién ufm.edu.vn

6.2. Hwéng dan str dung Google Drive 6.2. Hwdng dan str dung Google Drive é.
Chia Sé tép/thu’ muc: Chia Sé tép/thu’ muc: @ UFM- H6 tro KT méy tinh X ((edior ~)
- Nhan chuét phai vao tép/thv muc — “Share”. _ Cac quyan truy cap: Notly pocpe Viewer
Message Commenter
- Nhap email nguoi nhan tai “Add people, groups, and calendar + Viewer: Chi doc. e

events” — “Editor” dé thiét 1ap quyén truy cap. lEmrErRtar Yetm vi HRaR XaE.

Add expiration

&, Download () Cancel Send
. ? ?
+ Editor: Chinh stra.
/. Rename [ Move to trash
[ Organize
T —

6.2. Hwéng dan str dung Google Drive

I 6.2. Hwdng dan st dung Google Drive

Chia sé tép/thu muc: Quan Iy va tim kiém:
- Tin nhan kém theo tai muc 2 WA A
. . @ UFM - H5 tro KT méy tinh X (e +) - Quan Iy tai IIe_U.
“ ” ¢ e gen B Mov Ctrl+Alt+M
Message”. Notlypeoi | viow +Gan sao cho tai liéu quan trong: | A::mm s
—s ~ - 2 ~ o M
- Tao lién két chia sé dé gui . e Nhn chudt phai — "Organize” — \i}r et
v Editor
dwong dan tai muc “Copy link” “ " e
— Chon “Add to starred”. 00000
— Send. ©) el + Thay d8i mau séc cho thu muc | @ 000«
“Folder color”.
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6.2. Hwéng dan str dung Google Drive

Quan ly va tim kiém:

- Tim kiém tai liéu:

chéng tim thay tép hodc thu muc.

Q_ Search in Drive

www.ufm.edu.vn

Nhip tir khda vao thanh tim kiém & phia trén dé& nhanh

[re
""'

www.ufm.edu.vn

Dong bd dir liéu:

- Tai va cai dat irng dung Google Drive trén may tinh.

- Chon Get started — Sign in.

6.2. Hwéng dan st dung Google Drive

& orive

Welcome to Google Drive!

Eal wa] 3 :

6.2. Hwéng dan st dung Google Drive

Pong bd dir liéu:

Nhap tai khoan gmail mién ufm.edu.vn— Next.

Poncecnul

www.ufm.edu.vn
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Pong bd dir liéu:

I 6.2. Hwdng dan st dung Google Drive

Nhép tai khoan gmail mién ufm.edu.vn— Next.

& oo
& vrive

[ Totsose
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6.2. Hwéng dan st dung Google Drive 6.2. Hwéng dan st dung Google Drive

Poéng bd dir lidu: Dong bd dir liéu:
Chon tai liéu déng bd — Next — Go it. - Chon Open Drive.
Coe - Ty déng dong bo.
[ bty o et
‘e = & Google Drive (G)
oz,: Google: -
o b CVHT
@ w7 -
e ¢ Giang vien
2 )
EEA = Hoi thao NCKH

-
S

T

W. BO TAI CHINH
% TRUGNG DAI HOC TAI CHiNH - MARKETING
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