BO TAI CHINH CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG PAI HQC Poc 1ap — T do — Hanh phiic
TAI CHINH - MARKETING
sé:416%/TB-DPHTCM Thanh phé H6 Chi Minh, ngaythdng 4 ném 2026
THONG BAO

Ve viéc trién khai x4c thue hai budc doi voi tai khodn email va tai khoan

Office 365 v&i tén mién ufm.edu.vn ciia Trudong

Can cir Quyét dinh s6 3684/QD-PHTCM ngay 10/11/2025 cia Hiéu trudng
Truong Pai hoc Tai chinh — Marketing v& viéc ban hanh Quy ché An toan théng tin
va An ninh mang cua Truong;

Can cr Quyét dinh s6 1731/QD-DHTCM-QLTSCNTT ngay 03/6/2025 cua
Hiéu truéng Truong Pai hoc Tai chinh — Marketing v& viéc ban hanh Quy dinh
vé quan ly, van hanh, khai thac ha tdng cong nghé thong tin va hé théng théng
tin cia Truong;

Cén cu Quyét dinh sb 3998/QD-DHTCM ngay 02/12/2025 ctia Hiéu truéng
Truong Pai hoc Tai chinh — Marketing vé viéc ban hanh Quy ché bao vé dir liéu ca
nhan ctua Truong;

Cén ctt yéu ciu bao dam an toan théng tin, Trudng yéu cau toan bd vién chure,
nguoi lao dong va nguodi hoc str dung tai khoan do Truong cap phai thuc hién xac
thuc hai budc (2-step verification);

Nhim tang cuong bao mat, d& nghi cac don vi phd bién noi dung Théng bao
nay; déng thoi yéu cau cac c4 nhan thuc hién kiém tra va kich hoat xé4c thuc hai
bude cho tai khoan dugc cAp (dinh kém Hudng dan kiém tra va xdc thuc hai budc
cho tai khoan).

Péi tuong 4p dung: toan bd vién chirc, nguoi lao dong va ngudi hoc s dung
tai khoan do Trudng cip.

Thoi gian thye hién: tir ngdy 02/4/2026 dén hét ngay 10/4/2026.
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Sau thoi han néu trén, céc tai khoan chua hoan tat xac thuc hai budce sé bi khoa

va khong thé tiép tuc str dung céc dich vu do Trudng cung cép.

Trong qua trinh thuc hién, néu cé khé khan hodc vudng mac, cac don vi va ca
nhén phan hoi y kién dén Ban Giam hi€u (qua Vién Doéi moi sang tao va Chuyén

déi s6, email: iidt@ufin.edu.vn) dé duogc hd tro kip th(‘fﬂ'.‘L//

Noi nhdn:

- Ban Giam hiéu;

- Céc don vij trong Truong;
- Dang website UFM;

- Luu: VT, PMSTCBS (02b).8—

Cao Tén Huy
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RUONG PAI HOC TAI CHINH - MARKETING

HUONG DAN . Muc dich
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KIEM TRA VA KiCH HOAT

. Cac van dé thuong gap
. Xac thyc bao mat tai khoan gmail véi mién ufm.edu.vn

. Xac thuc bao mat tai khoan Microsoft Orffice_ 365

g A W N =

. Str dung (rng dung OneDrive
6. Str dung (rng dung Google Drive

Phéng Quan ly tai sdn va Cong nghé théng tin

T —
") ")
@ ‘s

1. Muc dich 1. Muc dich

- Bao vé dit liéu ctia ca nhan, don vj va cla Truong. - Phong chéng nguy co bi chiém doat tai khoan, ro ri

va mat di liéu.
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1. Muc dich 1. Muc dich

- Tang cuong an toan va bao méat cho cidc hé thong

- Nang cao nhan thic va ky
théng tin cla Trudng.

nang an toan thong tin cho nguoi

dung trong ky nguyén sé.

1. Muc dich

2. Cac van dé thudng gap

- RO ri théng tin ca nhan.
- Mat khau y&u hodc st dung lai mat khau.
- Tan cong phishing va social engineering.

- Ung dung va quyén truy cap khong dang tin cay.
Leaked password i = ; ¥ : Zojipnt |
Google Workspace :Z:::::’w

to prevent
unauthonized use, Try 3gain ater, snd it you sl have
VoSt ecetac your admint

mgqt my passnond
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2. Cac van dé thuong gap
- DIt liéu khéng déng bé.
- Khéng dang xuat khoi thiét bi céng cbng.

- W| Fi cong cong khong an toan.

@) Goovl Workpace era o s g [T r—

Google Workspace

e 110 ity
fogin inyour domain. Gocgle consides login actly susgicious fwe nofce: sign

a bscaiste e ek o1 urauherized preon ITEMEIAE 10 BeoesS

The alet detais incude:

2. Cac van dé thuong gap

- Péng nhap hé théng khéng dung tai k

- Thi€u cap nhat hé théng va phan mém.

hoan dugc cap.

() Xbacache
O mat kiid : ¥ Microsoft
4, DAl mat khau M o T Ting »
02/06/2025 BH = e Treng g ko
£ Thay adi bi danh Signin o Tnss
but we'te having trouble signe n
Thir 7 @ Thay ddi théng tin o et s pou 5‘ "::'"‘_
07/06/2025

() Dang nhdp Office 355

Dang xudt

out and sgnin againwith 8

wwwufrn edu vn

AADSTSSE020 Uset accoumt cor v
Trve.com’ does not et n tenant 'UFM' and cannot access the appication ——

tenant. The account needs to

S0HeckSHbTS ASCVN-UFM-HocTruTupe) in thet um
be added 2 a el user i the tenantfrst. Sign

diferent Azure Active Directory user account. O ———

3. Xéc thuc bdo méat tai khoan gmail véi
mién ufm.edu.vn

3.1. Bang nhap tai khoan Google v&i mién ufm.edu.vn

3.2. Thiét lap xac thuc bdo méat tai khoan gmail véi mién ufm.edu.vn

3.3. Xdc thuwc bdo mét tai khodn sau lin ddng nhip dau tién

3.1. Pang nhdp tai khoan
ufm.edu.vn

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

- Chon “Signin”.
- Nhap tai khoan déng nhap.
- Nhan Next.

www.ufm.edu.vn

Google vé&i mién

- Email or phone

hotrokythuat@ufm.eduvn

Forgot email?

Not your computer? Use a Private Window to signin. Learn more
about using Guest mode

Create account Next
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3.2. Thiét lap xac thwc bao mat tai khoan 3.2. Thiét 1ap xac thwc bao mat tai khoan
gmail véi mién ufm.edu.vn gmail véi mién ufm.edu.vn

= -] X
Nhap vao anh dai dién tai khoan (gdc * @) Chon “Security”.
trén bén phai trinh duyét) — chon e ’ Q@ e Security
p v i persanalnformation Settings and recommendations t help you keep your account secure
o °
5 2 @@ Dataznd Privacy
Manage your Google Account e . touracountis potcted
(o] S0 The Security Check your account ang
g‘ People and sharing mended actions.
= ;;y“r:mamuuscnmiun
@o  Passwords and autofill See details
G Maﬂ@zom(.oﬂ\&kco«m O Introduce:
# Customize profile
B Google services settings

3.2. Thiét 13p xac thuc bdo mat tai khoan 3.2. Thiét 13p xac thuc bdo mat tai khoan
gmail véi mién ufm.edu.vn gmail véi mién ufm.edu.vn

Chon “2-Step Verification”. Nguoi dung chon 01 trong 02 phuong thirc sau:
- » Phuong thirc 1: Xac thye bang s6 dién thoai.
Z_,.f ' * Phuong thirc 2: Xac thuce théng qua tng dung Google
[ o—— SSearch
0~ Authenticator. Google
‘ Ag:llénficmur
GET £
A6 4;;04!:,4 ;c; !,.6”—
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3.2. Thiét lap xac thwc bao mat tai khoan \ 3.2. Thiét lap xac thwc bao mat tai khoan \
gmail véi mién ufm.edu.vn gmail véi mién ufm.edu.vn

Phuong thire 1: Xac thire bang so dién thoai. Nhap s6 dién thoai dé xac thuc tai khoan — Next.
Chon “Add phone number”. ASKd priorie pumber
’ Make sure you can access your Google Account by keeping it up to date and adding ather sig Your phone number can be used to verify your identity when logging in and to

receive alerts if there is unusual activity.

&9 Accesskeys and secury keys © Addsecuritykey
|~ B +843000000000q I
D Google Reminder @ tdevice
You ean use your Google Voice number, but you won't be able to receive codes if
you lose access to your Google Account. Carrier charges may apply. Learn more:
fod' ticat about how Google uses this information ®
(% Authenticator O Addauthenticator app

Cancel

[ Phone number

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

3.2. Thiét lap xac thwc bdo mat tai khodn \ 3.2. Thiét l3p xdc thyc bdo mat tai khoan
gmail véi mién ufm.edu.vn gmail véi mién ufm.edu.vn

Nhan “Finished” dé hoan tat xac thuc bdo mat tai khoan. Phuong thirc 2: Xac thuc thong qua @ng dung Google

You're now protected with 2-Step Verification

Authenticator.
Lwu y: Nguoi ding phdi cai ddt trng dung Google Authenticator
trén thiét bj di déng.

& GOOGILE
»UTHENTICATOR

Fin
www.ufm.edu.vn www.ufm.edu.vn
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3.2. Thiét lap xac thwc bao mat tai khoan \ 3.2. Thiét 1ap xac thuc bao mat tai khoan \
gmail véi mién ufm.edu.vn gmail véi mién ufm.edu.vn

Chon “Add authenticator app”. Chon “Set up authenticator app”.
ake sure you can access your Google Account by keeping it up to date and adding other sign & Authenticator App
:? Access keys and security keys @ addsecurty kay 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 i0S device .

g . 5 ’ i )
o, Authenticator (&) Add authenticator app, (4 setup authenticator app
www.ufm.edu.vn www.ufm.edu.vn

3.2. Thiét lap xdc thuc bdo mat tai khodn \ 3.2. Thiét lap xac thuwc bdo mat tai khodn \
gmail v&i mién ufm.edu.vn gmail véi mién ufm.edu.vn

Tai va cai dat rng dung Google Authenticator trén thiét bi di déng. M¢& trng dung Google Authenticator=> Quét ma Scan QR Code.

Setup authenticator app. 09:07
< App Stors

+ Inthe Google Authenticator a9 top the + sign

+ SelectScan QR Code = Authenticator

Microsoft Entra ID
hotrokythuat@ufm.edu.vn
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3.2. Thiét lap xac thwc bdo mat tai khoan \ 3.2. Thiét 1ap xdc thuc bao mat tai khoan ..
gmail véi mién ufm.edu.vn gmail véi mién ufm.edu.vn

Trén &ng dung hién thj 6 ky ty sé. - Nhap ma QR Code vao muc “Enter  [sawmmecomr

09:07 e Enter the 6-digit code you see in the app
«App store

S e e the 6-digit code you see in the app” vy

Microsoft E HaID
&

et O > - Chon “Verify” dé hoan tat xac thuc

- AP , bao mat tai khoan.

T — R —

3.3. Xac thy'c b3o mat tai khoan sau [in ding \ 3.3. Xac thy'c b3o mat tai khoan sau [3n ding \
nhip dau tién nhip dau tién

Khi dang nhap tai khoan duwgc bao méat, nguoi dung sé nhan Mé& va xac nhan tai khoan chinh chd dé duoc truy cip vao hép thu.

théng bdo tir Google trén thiét bj di déng.

GAP bay gid

m Xéc nhan ring chinh ban dang ¢é dang...
hotrokythuat@ufm.edu.vn

T — R —
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4. Xac thuc bao mat tai khoan MS. Office 3657 % _ o i
4.1. BDang nhap tai khoan MS. Office 365

4.1. Dang nhap tai khoan MS. Office 365 .
- Truy cap https://portal.office.com
4.2. Thiét 1ap xac thuc bdo mat tai khoadn MS. Office 365 3 o _
- Dang nhap tai khoan Microsoft Office 365.
4.3. Xac thuc bao mat tai khoan MS. Office 365 cho lan ding
- Chon Next. BE icrosoft
nhap sau B Microsoft 365 Sign in

a m ‘ Yo e

sttt
e @ D &
www.ufm.edu.vn

[ omonsn

&

&

4.2. Thiét 1ap xdc thwe bdo mat tai khoan<=>
MS. Office 365
Nguai dung chon 01 trong 02 phuong thirc sau:

4.2. Thiét 13p xdc thyc bio mat tai khodnYoey
MS. Office 365

Bat tinh ndng xdc thuc cho tai khodn = Chon muc
* Phuong thirc 1: Xac thue bang s6 dién thoai.

“Security info”.
* Phuong thirc 2: Xac thyc thong qua ng dung Microsoft

| 8 Overview
Authenticator.
(L] 1. 4
~» Security info < a
Microsoft
Authenticator
CJ  Devices m =
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&

4.2. Thiét 1ap xac thyc b3o mat tai khoanYoey

4.2. Thigt l1ap xac thwc bdo mat tai khoan®

MS. Office 365 MS. Office 365
Phuong thirc 1: Xac thuc bang s6 Nhap m3 code hodc thuc hién yéu ciu xdc thue qua cudc goi
B¥ Microsoft
dién thoai. Utlckneder clia Microsoft. & Microsoft

Verify your identity test@ufm.eduvn

Chon phuong thirc xac thuc qua A

(3 We texted your phone +XX OXXXXX16, Please

” H 4 8w PN . enter the code 10 sign in.
“Text” (tin nhan) hoac “Call” (cudc goi). Qg can woxoooooone !

422330

Having trouble? Sign in arother way

More information

o

4.2. Thiét lap xac 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. Phuong thirc 2: Xac thuc théng qua ng dung Microsoft
B Microsoft Authenticator.

test@ufm.eduvn . -, N 2 s o ’ .
P Lwu y: Nguwoi dung phai cai dat ¢ng dung Microsoft
For a faster and safer way to sign in, your

organization requires you to use Microsoft Authenticator.

Authenticator.

Skip for now (3 times left)
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4.2. Thiét 1ap xac thuc bao mat tai khoén 4.2. Thiét 1ap xac thuc bao mat tai khoén
MS. Office 365 MS. Office 365

Ping nhap tai khodn xac thuec. Trén may tinh: Chon “Security info” — “Add Sign-in method”.
—_
Thém tai khoan cd quan hodc et st e st v e
& trung hoc
{ 5% QuétmaQr l
Khoi phuc tif ban sao luu = -

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

S S

4.2. Thiét 1ap xac thwc bao mat tai khoén 4.2. Thiét 1ap xac thwc bao mat tai khoén
MS. Office 365 MS. Office 365

Chon “Microsoft Authenticator” — Next. M& (rng dung trén thiét bi di dong quét ma QR code — Next.
Microsoft Authenticator X
Add a sign-in method X Seathe ORende

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

code;

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

4.2. Thiét 1ap xac thyc b3o mat tai khoanYoey

4.2. Thiét Iap xac thuc bio mat tai khodn{eer
MS. Office 365 MS. Office 365
Nh&p ma xac nhan trén thiét bj di déng — Next. Chon “Next” dé hoan tat xac thyc thdng qua (rng dung Microsoft
- : Authenticator.
Let's try it out Microsoft Authenticator x
Approve the notification we're sending to your app by entering the number shown below.
- 98
www.ufm,edu.vn H www.ufm,edu.vn H
.a‘ﬂ‘(%n":
4.2. Thiét lap xac

thuc bao mat tai khoén
MS. Office 365

4.3 Xac thuc bao mat tai khoan MS. Office
365 cho lan ding nhap sau
Security info

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

B2 Microsoft

hotrokythuat @ufm eduvn

Approve sign in request
or app, and enter
. -
|

www.ufm.edu.vn

11
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4.3 Xac thuc bao mat tai khoan MS. Office
365 cho Ian ding nhip sau

Mé& rng dung Microsoft Authenticator trén thiét bi di déng va

07:58 l = @

nh3p m3 dé xac thyc tai khoan. i

= Authenticator

o
) hotrokythuat@ufim.ecu.vn

Ban dang c8 géng

GAP
Phé duyst ding nhip?

N 55 hiin th| 86 ding ahio.
[
Khéng, khang phai t6i

cé

5. S&r dung &rng dung OneDrive

5.1. Huéng dan cai dit OneDrive

5.2. Huéng din s&r dung OneDrive

£& OneDrive

"6%

o
xéﬁ

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

Truy cap

vn/microsoft-365/onedrive/download

www.ufm.edu.vn

12

5.1. Hwé'ng dan cai dat OneDrive

Tai va cai dat &ng dung.

Do you want to run this file?

Tai xuong OneDrive
INéu ban sif dung Windows 11 thi OneDrive da ducic cai dat trén

may tinh cia ban. Néu ban dang sif dung mat phién ban Windows
khac, hiy cai dit OneDrive dé bat dau. = G

Tai uéng OneDrive

‘m Neme:  MOS 01\OneDrive - UFM\MSy tinh\OneD:
Publisher: Microsoft Corporation
Type: Application
From: € - y

[ Always ask before opening this file

@y Whitefilex from the Intemet can be useful,ths filetype can potentislly
@Y harm your computer. Oy run software from publishers you trust
= What's the rikd
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5.1. Hwéng dan cai dit OneDrive 5.1. Hwéng dan cai dit OneDrive

Sau khi cai dat xong, dang nhap bang tai khoan Office 365 — - Nhip t&n t3i khodn ding nhap — Sign in.

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

220 PM
11/07/2025 Eg

357 PM D
13/07/2025

R R —

5.2. Hwéng dan sir dung OneDrive 5.2. Hwéng dan sir dung OneDrive

Quan ly tép (file) va thw muc (folder): Quan ly tép va thv muc:
- Tao thu muc: Chon muc “Create or upload” — Folder — Pat - S3p xép thu muc: Chon muc “Sort” — Chon tiéu chi sap x&p
tén thu muc. dir liéu.
Type
Lwu y: Thue muc vira tgo duoc lvu trong My files cua i
£ ~ Modified
OneDrive. ,
+ Create or upload Modified By
File size
Folder v Ascending
Descending

13
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"6%

5.2. Hwéng dan st dung OneDrive

o
xgﬁ

5.2. Hwéng dan sir dung OneDrive

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

- Tai tép/thw muc 1én OneDrive: Chon |l EEICR AT L - P6i tén tép/thuw muc: Nhan chuét { Download
muc “Create or upload” — Chon Files phai vao tép/thu muc — Rename —
Folder

upload hodc Folder upload. Nhap tén mai. £ Movs 16
Files upload
&) upload (@ Copy to
€8 Folder upload

5.2. Hwéng dan sir dung OneDrive 5.2. Hwéng dan sir dung OneDrive

Quan ly tép va thv muc: Quan ly tép va thv muc:
- Di chuyén/Sao chép: Nhan chudt phai vao tép/thv muc - Xoa/Khoi phuc: .
Favorite
— Move to/Copy to — Chon vi tri dén — Move + Xoa tép/thu muc: Nhan chuét. P——
here/Copy here. phai tép/thu muc — Delete.
N ; i W Recycle bin
€6 Move to + Khoi phuc: Chon muc “Recycle bin”. -
elete
© Copyto — Chon tép/thuw muc khoi phuc — Restore.
Folder color >
www.ufm.edu.vn ‘—J www.ufm.edu.vn ‘—J

14
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5.2. Hwéng dan sir dung OneDrive

Pong bd dir lidu:

UFM trong File Explorer.

- Nguoi dung dua dit liéu tlr may tinh vao thu muc OneDrive-

- Hé théng s& tu déng déng bd dir lidu gitta may tinh va

OneDrive (cloud), gitip truy cap va lam viéc linh hoat & moi thiét bi.

5.2. Hwéng dan sir dung OneDrive
Chia sé va phan quyén:
- Chia sé&: Nhan chudt phai tai liéu — Chon “Share” = Nhap email

|ll ]

nhan “Add a name, group or email” hodc tin nhan “Add a message’

— Send. .
P z
. % ®
e [

5.2. Hwéng dan sir dung OneDrive

Chia sé va phan quyén:

- Phan quyén:
+ Can edit: C6 thé chinh s(ra.
+ Can view: Chi doc.

+ Can’t download: Khéng thé tai.

Share "Tai liéu"

& Add a name, group, or emai

@ Add a messag

load
8 © Copylink | 18 B> Send

v P Can edit
Make any changes

& Canview
Can't

4. Str dung rng dung OneDrive

- Chia sé:
+ Copy link: Tao va sao chép lién két (URL) dé chia sé nhanh

tai liéu qua email, Zalo, Teams,...

G Copy link | &3 ‘

R —
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5.2. Hwéng dan sir dung OneDrive 5.2. Hwéng dan sir dung OneDrive

- Link settings: Sao lru va bao mat:
+ People in UFM: Cho phép tai khoan UFM truy cap URL. - Sao lvu tu dong:
+ Only people with existing access: Chi nhirng tai khoan + Khoi déng trng dung OneDrive.
dwoc cap quyén truy cap. + Chon “Help & Settings” — “Settings” @ Settings
+ People you chooikeu:mihi tai khodn email duoc chon. + Chon “Manage backup” — Chon tai liéu. 2: ::i::dbaCk
™ sao lvu tw dong — Save changes. B D
: . X Quit OneDrive

5.2. Hwéng dan sir dung OneDrive

5.2. Hwéng dan sir dung OneDrive

@ Share

Sao lwu va b3o mat: - Sao lru va bdo mét:
- Khéi phuc phién ban cii tai liéu: \“ngl - Bat xac thuc hai buéc: Thao tac nhw néi dung trinh bay trén.
Version histo!
+ Nhan chudt phai vao tai liéu. Alwayskeepzmhisdevice - 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.
Delete Version e )

16
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5.2. Hwéng dan sir dung OneDrive 5.2. Hwéng dan sir dung OneDrive

Sao lwu va bdo mét: Sao lwu va bao mét: &
- Dtrng chia sé tai !iéu: - Xoa quy?:n truy Cép: Advanced settings
+ Nhan chudt phai vao tai liéu — “Manage access”. + Nhan chudt phai vao tai liéu — “Manage access”.
+ Chon “No direct access” — Apply. + Chon “Advanced settings” — |
& BROWSE PERMISSION
® Share “ 4 i b 5
Copylitk Delete unique permissions”. :s, :r...
—an-age access Apply * Chon Ok. D;éi::i:s?é?\‘ge Per%rizg\itons
View online
Inheritance Grant

6. Sir dung (rng dung Google Drive 6.1 Truy cap va dang nhap Google Drive

6.1. Truy cap va dang nhap Google Drive - Truy cdp https://drive.google.com

6.2. Huéng dBn il dung Google Drive - BDang nhap bang tai khoan gmail mién ufm.edu.vn dugc cap.

G
: o
Google Drive A
)
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Huodng dan kiém tra va xac thuc hai budc cho tai khoan c6 mién ufm.edu.vn

6.2. Hwéng dan sir dung Google Drive
Tao va quan ly thw muc:
- Nhan nat “New” & goc trai man hinh.

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

L Drive & orive

o Qriase
=+ New

File upload

6.2. Hwéng dan sir dung Google Drive

Tai tai liéu Ién Google Drive:

- Nhan nat “New” & goc trai man hinh. L Diive
- Chon “File upload”/“Folder upload” — Tai —
3 New folder
liéu — Open/Upload.
[ File upload

Luu y: C6 thé kéo va tha tép/thu muc tlr may| @ Foiser upioa

tinh [én Google Drive.

T

6.2. Hwéng dan sir dung Google Drive

Tao tai liéu truc tuyén:

- Nh&n ndt “New” & géc trai man hinh.

- Chon tén rng dung tao tai liéu.
+ Google Docs: Soan thao van ban.
+ Google Sheets: Tao bang tinh.
+ 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,...

6.2. Hwéng dan sir dung Google Drive

Mé& va chinh stra dir liéu trwe tuyén:
- Nh&n chuét phai vao tép — “Open with”.

- Chon trng dung twong rng.

1-:-) Open with »

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

6.2. Hwéng dan sir dung Google Drive

6.2. Hwéng dan sir dung Google Drive

Chia sé t&p/thu myc: Chia sé t&p/thw myc: e D)
- Nha&n chudt phai vao tép/thu muc — “Share”. - CAc quy@n truy cap: o | e
h" I Sot h’\ HE d I I ' Message Commenter
- Nhap email ngudi nhan tai “Add people, groups, and calendar + Viewer: Chi doc. o
eVentS” — "EdItOI’" dé th'ét Iép quyén 'CI’U\/ Cép + Commenter- Xem Vé nhén Xét 1 Add expiration
& Download . " 3 ) Cancel Send
+ Editor: Chinh stra. @
/. Rename [ Move to trash
& Organize

6.2. Hwéng dan sir dung Google Drive

6.2. Hwéng dan sir dung Google Drive

Chia sé tép/thu muc: Quan ly va tim kiém:
- Tin nhan kem theo tai muc T E""‘"’)‘ - Quan ly tai liéu:
LY i 7 & A Move Ctrl+AltsM
Message”. oty people  iewer + Gan sao cho tai liéu quan trong: P I
. n P . > 2 e Message Commenter ~ ~ 2. i rre trieAlts!
- Tao lién két chia sé dé gui BrAEiBe Nhan chudt phai — "Organize” — «ﬁ —
v/ Editor
duong dan tai muc “Copy link” “ " Fotercelr
- Chon “Add to starred”. 00000
— Send. ©) e + Thay d6i mau séc cho the muc |@® 0004
“Folder color”. —
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Huodng dan kiém tra va xac thuc hai budc cho tai khoan c6 mién ufm.edu.vn

6.2. Hwéng dan sir dung Google Drive 6.2. Hwéng dan sir dung Google Drive

Quan ly va tim kiém: Dong bd dir lidu:
- Tim kiém tai liéu: - T3i va cai dat &rng dung Google Drive trén may tinh.
Nhap tir khéa vao thanh tim kiém & phia trén dé nhanh - Chon Get started — Sign in. e
chéng tim thay tép hodc thu muc. o gt
@ 7, 3
Q  Ssearchin Drive a . s S

6.2. Hwéng dan sir dung Google Drive 6.2. Hwéng dan sir dung Google Drive

Dong bj di ligu: Dong bd dir liéu:
Nhap tai khoan gmail mién ufm.edu.vn— Next. Nhap tai khoan gmail mién ufm.edu.vn— Next.
& oie & e Welcomet YourDrvefles are just  click amey.
[ oty [ oty e
e o -
» Ope >
1S .
3
o -
L]
L4 Ay e &
2 . £ -
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Huodng dan kiém tra va xac thuc hai budc cho tai khoan c6 mién ufm.edu.vn

6.2. Hwéng dan sir dung Google Drive

6.2. Hwéng dan sir dung Google Drive
Péng bé di lidu: Péng bé di lidu:

Chon tai liéu ddng bé — Next — Go it. - Chon Open Drive.

P - Tw déng dong bo.
[ Jegy
S ": & Google Drive (G)
: CVHT
SISe c Giang vien
4 = Hoi thao NCKH

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

BO TAI CHINH
TRUGNG DAI HOC TAI CHINH - MARKETING
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