HUONG DAN DANG NHAP

Str dung trinh duyét Web Chrome, www. gmail.com. Nhap tén tai khoan dugc Truong cap > Tiép
theo

Cu phéap tai khoan Email : [\YIASIA@1 (oM K=Te[VRY/q
MASYV : 12 ma sinh vién ma nha truong cip trong danh sach phién ché 16p. Vi du ;
Vidu : Ma sinh vién la : 215340404001 thi dia chi email la : 215340404001 @Ildxh.edu.vn

Mat khau : 12345678 (sinh vién thay d6i mat khau sau khi ding nhap thanh céng)

Google
bang nhéap

Ti€p tuc téi Bang digu khién danh cho quan tri vién

Email hodc dién thoa

demol1@ldxh.edu.vn

Ban quén dia chi email?
Khéng phai may tinh cia ban? Hay sir dung ché& dé Khach dé
dang nhdp mdt cach riéng tu. Tim higu thém

Tao tai khoan TIEP THEO

Tiéng Viét - Trof gitip Bao mat Bidu khoan



Google

Welcome to your new account

Welcome to your new account: demol@Idxh.edu.vn. Your account is compatible with many Google
services, but your ldxh.edu.vn administrator decides which services you may access using your
account. For tips about using your new account, visit the Google Help Centre.

When you use Google services, your domain administrator will have access to your

demo @ldxh.edu.vn account information, including any data that you store with this account in Google
services. You can learn more here, or by consulting your organisation’s privacy policy, if one exists. You
can choose to maintain a separate account for your personal use of any Google services, including
email. If you have multiple Google accounts, you can manage which account you use with Google
services and switch between them whenever you choose. Your username and profile picture can help
you ensure that you're using the intended account.

If your erganisation provides you access to the G Suite core services, your use of those services is
govemed by your crganisation's G Suite agreement. Any other Google services that your administrator
enables ("Additional Services™) are available to you under the Google Terms of Service and the Google
Privacy Policy. Certain Additional Services may also have service-specific terms. Your use of any
services that your administrator allows you to access constitutes acceptance of applicable service-
specific terms.

Click "Accept” below to indicate that you understand this description of how your demol1@ldxh.edu.vn
account works and agree to the Google Terms of Service and the Google Privacy Policy.

- Chon Accept

Google

Change password for
demol@ldxh.edu.vn

Find out more about choosing a smart password

Create a new, strong password that you
don't use for other websites.

Create password

Confirm password

Change password

Nhap mat khau tai & Create paaword va Confirm pasword



The best of Google, now for work!

Your apps
Fro l=

m Gocgl

Gmail Drive and Docs Docs Sheets
h |
E 1
Slides Forms Calendar Sites
Contacts (Google Hangouts Groups Googlet+

draw.io Diagrams

Other clowd-based apps. installed for you by your Admin

v

GQueues Smartsheet

v

Wrike - Project Ma...

More cloud-based apps

View other cloud based apps on the G Suite markstplace

BROWSE NOW



HUONG DAN MOT SO CHUC NANG GMAIL

7
J ™ Inbox (2) - demc KY 5 Gmail XYS Google

KYM Inbox () - demz X Y& Drive cla t6i - G XY_ % TRUONG DA 4 XYG hudng din st d. X@@@g.

C | & Secure | htipsy//mail.google.com/mail/#inbox ® Q
X C More ~ 1-20f2 -
Gmail Team Tips for using your new inbox - Hi D1 Welcome to your Gmail inbox Save everything With tons ¢ 09:40
I Inbox (2) Gmail Team The best of Gmail, wherever you are - Hi D1 Get the official Gmail app The best features of Gm: 09:40
Starred
Sent Mail
Drafts

-\
Wore~ Account Created @ Learn how to use Gmail
¢ 10%
D1
4 t
@ Set a signature Change profile image
Setup progress

Using 0 GB Programme Policies
Manage

Powered by GO gle ’

1. Soan thw
1.1. Soan thu ma&i
- M6 hop thu Gmail

- Nhap vao 6 Soan & phan danh muc bén trai. Mt trang soan thu mdi s€ xuat hién & goc

phai bén dudi cua man hinh.

- Bit dau nhap ndi dung thu. Cac email di viét nhung chua giri s& duoc ty dong luu vao

muc Thuw nhap ¢ danh muc bén trai.

Thuw ~

I Hop thw dén (3)

Thu gan déu sao
Thur d& g

1.2. Thém nguwdi nhan, file dinh kém, hinh anbh...

Céc biéu tuong trén trang soan thu twrong ing véi cac thao tic sau:

Toi Thém ngudi nhan
SansSerif - |- B Z U A- =-1= i= == 9 I, Kle,u Ch}l‘ (kiéu, kl?h
thudc, dam nhat, maul

KER::ecr-0

sic, canh 1&, Iui dong,
cham dau dong, danh
sO thir tu)

Thém file dinh kém tu
may tinh



https://mail.google.com/
https://sites.google.com/a/oude.edu.vn/google-apps-for-hcm-open-university/all-google-apps/gmail-hop-thu-dhien-tu/format.png?attredirects=0
https://sites.google.com/a/oude.edu.vn/google-apps-for-hcm-open-university/all-google-apps/gmail-hop-thu-dhien-tu/clip.png?attredirects=0

Thém file dinh kém tu

Google Drive
™ Thém hinh anh
co Chén duodng dan (link)
] Xoa thu dang soan

Cac lua chon khac

1.3. Giri thw va rat lai thw da giri

Khi da soan thu xong, chi can nhép vao nut Gui dé gt thu.

Néu trong thu c6 mic 131 hodc ban mudn thay dbi noi dung cua thu, ban c6 thé rat lai thu
minh vira giri bang cach bat chirc ning Hoan tac Giri. Dé bat chiic ning nay, ding cac budc

Sau.

akwdPE

Nhép vao biéu tuong Banh ring ¢ goc trén bén phai, chon muc Cai dit
Chon tab Chung

Kéo xubng dén muc Hoan tic Giri vao chon c6 cho 6 Bat Hoan tac Giri
Chon thoi gian huy gui: 5, 10, 20, 30 giay

O phia duéi cing cta trang, nhap vao 6 Lwu thay déi

o B

(D>
4

Mat dd hién thi:

v Thip
Trung binh
Cao

Binh céu hinh hép thu dén

Cai dat
Chideé

Tro gitp

Thiét lip Gmail (100%)

Nhan Hépthwdén Taikhoan Béloc Chuyéntiép va POPIMAP Tro chuyén Lab Ngoai tuyén Chi dé

G va lwu trik Hién thi niit "G va lwu trir” trong tra loi
Tim hiéu them o An nit "Gue va luu trie” trong tra o
Hodn tic Gui: ¢ Bat Hoan tac Gui

Thai gian hiy gd: | 30 ¥ | gidy



https://sites.google.com/a/oude.edu.vn/google-apps-for-hcm-open-university/all-google-apps/gmail-hop-thu-dhien-tu/drive%20icon%20in%20gmail.png?attredirects=0
https://sites.google.com/a/oude.edu.vn/google-apps-for-hcm-open-university/all-google-apps/gmail-hop-thu-dhien-tu/add%20image%20in%20gmail.png?attredirects=0
https://sites.google.com/a/oude.edu.vn/google-apps-for-hcm-open-university/all-google-apps/gmail-hop-thu-dhien-tu/add%20link%20in%20gmail.png?attredirects=0
https://sites.google.com/a/oude.edu.vn/google-apps-for-hcm-open-university/all-google-apps/gmail-hop-thu-dhien-tu/trash%20bin.png?attredirects=0
https://sites.google.com/a/oude.edu.vn/google-apps-for-hcm-open-university/all-google-apps/gmail-hop-thu-dhien-tu/arrow.png?attredirects=0

2. Tra loi thw

2.1. Xem, tra 10i va chuyén tiép thw

Trong hop thu dén, thu chua duge mé 1a thu duoc in dam. Pé m¢ thu ra xem, ban chi can
nhép vao thu minh mudn xem trong danh sach cac thu dugc 1iét ké trong hop thu dén.
bé tra 101, chuyén tiép thu va thue hién céac thao tac khac ban c6 thé lam nhu sau:

« Dé phan hdi thu, ban mé thu ra, kéo xudng 6 trong phia dudi cung cua thu va
chon Tra 10, Tra 10 tat ca hoic Chuyén tiép dé thuc hién thao tic ma ban mudn

« Sau khi soan xong ndi dung ban mudn, nhdp vao 6 Giri . Néu khong muén tra 1oi
hodc chuyén tiép nira ban c6 thé nhip vao ki hiéu Thing rac dé xéa thu nhap dang
soan.

., Tra loi
e, Tra 1o tat ca
= Chuyéntiép
Loc thur gidng thur nay
In
Thém Mham Gmail vao Danh ba
Xoa thr nay
Bao cao spam
Bao cao lira dao
Hién thi thu géc
Néi dung thu hién thi khdng ding?
Dich thur

Banh dau la chura doc

2.2. Thay d6i ngwoi nhan va tiéu dé

e Thém hodc bdt ngudi nhan: khi soan thu tra 161, chon vao vung cé tén ngudi nhan.
bé thém nguoi nhan, ban gd thém dia chi email vao ving nay; dé bo di nguoi nhan
ban nhap vao ddu X bén phai dia chi can bo.

« Thay ddi tiéu dé: Nhap vao biéu tugng Miii tén cong & bén trai ving chira tén nguoi
nhan va chon Chinh sira chii dé


https://sites.google.com/a/oude.edu.vn/google-apps-for-hcm-open-university/all-google-apps/gmail-hop-thu-dhien-tu/forward.png?attredirects=0

3. Sip xép hop thu dén

4= Tra |&i Nhom Gmail

= Tra |6i tit cd Nhém Gmail, tung.dk

= Chuyéntiép

Chinh sira cha dé

Hién clra s6 m& rang thur tra |&i

3.1. Tao nhén va gin nhin cho thw

Viéc tao nhdn va gin nhan cho thu s& gitp ban d& dang kiém soat hop thu ciia minh va tim
kiém thu theo chu dé nhanh hon. Ban c6 thé tao mot nhan va gan nhan nay cho mot hay

nhicu thu cung luc bang cac budc nhu sau:

1.

2.
3.

4.

Chon thu (hodc cac thu) ban mudn gin chung mot nhin bang cach nhap

vao 6 vudng phia dau dong cua thu hién thi trong hop thu
Nhap vao biéu tugng Nhan

Chon Tao méi néu ban muon tao mot nhan hoan toan méi hoac chon vao 6 vudng &

déu, tén nhan (dd co) ma ban mudn gin cho céc thu ndy
Nhap vao dong Ap dung

Pé xem tat ca cac thu duoc gén cung mot nhan nao do, ban nhép vao tén cua nhan do & cot
bén trai man hinh.

v Mhdm Gmail

Mhdm Gmail

Mhdm Gmail

Mhdm Gmail

[ 1] i [ ] ‘ = Tac vu khac
Xac nha Gan nhan la: 1g.dki@ou. edu.
|
Meo siF .. . . Tung! Chao m
v |MNéi dung cdp nhét
Cactinh  Xahai 10 du ban & d2
Quang cao
Cach sii . n chao Tung! L
Dien dan
Tao moi

CQuan Iy nhan



= [ 4 | 0 i - ‘ e Tac vu khac

Nhém Gmail Xac nha ©an nhan la: 1g.dk@ou.e
| a
Mham Gmail Meo s L s Tung! Chac
" | Xa hai
Nhém Gmail Cac tinh Quang cao no di ban ¢
Mai dung cdp nhat
Mhom Gmail Cachsi . n chao Tun
Diendan
Ap dung

3.2. Danh giz"iu sao cho nhirng thuw quan trong ) n i
bé danh dau sao cho nhirng thu quan trong, ban nhap vao bi€u tuong ngdi sao ¢ phia dau
dong cua thu hién thi trong hop thu.

Pé xem tat ca cac thu d3 duoc danh diu sao, ban nhép vao muc Thw gz“'ln déu sao ¢ cOt bén
trai man hinh.

Thuw ~ = Tac vu khac
Hép thw dén Mham Gmail
| Thw gan déau sao I ez
Thur & giri
Thur nhap Mhom Gmail

Dranh sach md réng -

3.3. Xoa thw

Ban khong con can cac thur cii nita hay ban khong mudn mét thu nao dé6 nam trong hop thu,
ban c6 thé x6a chung di bang cach nhip chon 6 vudng & phia ddu dong cua thu hién thi
trong hop thu roi nhap vao biéu twong Thing réac.

Cac thu da duoc x6a ndy sé& nam trong muc Thing rac ¢ cot bén trai trong vong 30 ngay,
sau do s€ b1 x06a vinh vién.

Thw - — B

I Hoép thue dén Nhém Gmail Meo st
Thw gan dau sao MNhém Gmail Cac tin
Thuw da giri
Ther nhép Mham Gmail Cach s
it homn =

Quan trong
Tré chuyén
Téat ca thur
Spam
I Thuang rac I




4. Tim Kkiém thw

Ban muén xem lai mot thu cii nhung lai khong biét tim nd & dau trong vo s6 thu d3 nhan
duogc, khi nay ban c6 thé st dung thao tac tim ki€m trong hop thu nhu sau:

G tir khoa cua thu/cac thu ma ban mudn tim vao 6 Tim kiém & phia trén ciing man
hinh Gmail

Nhap vao biéu tugng Kinh 10p va Gmail s& hién ra két qua tim kiém 1a cac thu co
chtra tir khoa cua ban

‘ gmaill |

Q. nhan gmail

O, gmail

Q, gmail gui v
0,  gmail dia i
E]  Tim kiém trén web cho "gmail" I

5. Tao chir ky

Pé hoan thién tinh chuyén nghiép cho cac thu ban gui di, ban nén tao chir ky cho thu cua
minh. Chit ky ndy s& duoc ty dong thém vao mdi thu ban giri di vi thé ban khong can phai
tu minh gd lai chir ky mdi 1an soan thu. Mot chit ky thudng c¢é thé bao gém tén, chitc danh
va thong tin lién lac cta ban. Dé tao chir ky ban thuc hién céc budc sau:

1.
2.
3.

Nhép vao biéu tuong Banh ring ¢ goc trén bén phai, chon muc Cai dit

Chon tab Chung

Kéo Xuéng dén muc Chir ky va soan, dinh dang chir ky cua ban. Ban c6 thé thay doi
kich thudc, mau sic, kiéu chit va con c6 thé thém ca hinh vao chit ky

O phia duéi ciing cta trang, nhap vao 6 Luu thay doi

1-4 trong téng sb 4 e - t o 3

Mat dd hién thi:
v Thép
Trung binh

céu thém tung.dk @ou.e

huwr d&n Gmail cia ban L

ig! Tai tmg dung Gmail Cao

1inh hon véi Gmail va G Binh céu hinh hop thur dén

Cha dé

Tro gidp

Thiét lap Gmail (100%)



Nhan Hépthwdén Taikhoan Béloc Chuyén tiép va POPIMAP Tro chuyén Lab Ngoai tuyén Cha dé

Khéng thém chi ky
{thém chik ky vio cudi tit ¢ thr &i) E

Tim hiéu thém
Sans Serif - | T~ B 7 M A - 2

]
4

i
T
Il
il
LY
' |
I~

Thanks & best regards,

6. Chuyén tiép thu tir email ciia Trudng sang email ca nhan

Néu ban da quen dung email ca nhan va khong muon phai dang nhap nhiéu 1an vao email
Truong cap, ban ¢ thé chon ché do chuyén tiép tat ca email gur dén dia chi email Trudng
sang dia chi email c4 nhan cua ban. Nhu vay ban van dung email c4 nhan ctia minh binh
thudng ma van cap nhat dugc cac email giri dén tai khoan mail cia Truong.

« Nhéan vao biéu tugng Banh ringphia trén bén phai

« Chon Cai @it >> Chon tab Chuyén tiép va POP/IMAP

« Nhan vao Thém dia chi chuyén tiép, nhip dija chi email c4 nhdn ma ban mudn
chuyén tit ca cac thu trong hop thu cua Truong dén d6 va nhan vao Tiép theo, sau
d6 trong cira s0 mai hién ra nhan vao Tiép tuc

« Vao hop thu c4 nhan dé ldy M4 xac nhin va nhap vao 6 MA x&c nhan & giao dién
gmail ctia Truong rdi nhan vao Xac minh

« Chon vao Chuyén tiép ban sao ciia thw dén téi dia chi email vira nhap

« Nhan Luu thay d6i 0 cudi trang dé luu lai

é - -

. Mat dé hién thi:

v Thép
Trung kinh
Cao

Binh cdu hinh hép thu dén

Cai dat

Chidé

Tro gidp

Thiét lap Gmail (100%)

Chung Nhan Hépthwdén Taikhoan Béloc Chuyéntiép va POPAMAP Tro chuyén Lab Ngoaituyén Chidé

Chuyén tiép: Thém dia chi chuyén tiép
Tim hiéu thém

Chung Nhan Hépthwdén Taikhoan Boloc Chuyéntiép va POPIMAP Tro chuyén Lab Ngoaituyén Cha dé

Chuyén tiép: Tat chic ndng chuyén tiép
Tim hiéu thém ® Chuyén tiép ban sao ciia thr dén t9i| daokimtung@gmail com (dang duoc sir dung) ¥ | va



7. GOp Gmail cia Trwong vao Gmail ca nhan

Néu mudn tra 101 mail bang nhiéu dia chi khac nhau ma khong phai thoat email dang dung
va ddng nhap vao tai khodn khac, ban c6 thé thém cac dia chi Gmail ciia minh vao chung
trong mot hop thu bang cac budc sau:

bang nhap vao dia chi Gmail ca nhan

Nhan vao biéu twong Banh ring ¢ phia trén bén phai

Chon Cai dat >> Chon tab Tai khoan va nhap

O muc Giri thw biang dia chi chon Thém dia chi email khiac ma ban sé hiru
Trong ctra s6 mdi hién ra, nhap Tén va Pia chi email cia Truong vao
Nhén vao Buée tiép theo >>

Trong ctra s6 méi hién ra, nhap Mat khau

Nhén vao Thém tai khoan >>

Trong mail cua Truong, ldy ma x4c minh

10 Trong cira s0 méi hién ra, nhap M xac minh

11.Nhan vao Xac minh

©CoNOGORWNE



HUONG DAN SU DUNG GOOGLE DRIVE

1. St dung trinh duyét web Chrome nhap dia chi drive.google.com

C f B https://drive.google.com/drive/my-drive 77 Wo =
- # 0 @

& Drive Drive cua toi + = 2 @ o
Thu muc méi... | |

“ - Google Drive cho phép ban truy ¢ap ndi dung cla
R Talleniep.. minh trén tat ca may tinh va thiét bi di dong.

. f .
Tai lén thu muc H Thém tép bang nit “Méi”

| » B briveciats B coogle T3 ligu

% Buoc chia sé vait6i Google Trang tinh
'1.' Google Photos Google Trang trinh bay
Gan day (rng dung khac >

* ©

Buoc gén dau sao

Thing réc

D4 st dung 0 byte

2. Tai drive cho Laptop hoac PC

a. Chon biéu tuong Banh rang va chon Tai xubng Drive

& Drive Drive cia t6i v =2 08 l
Cai dat
TAOMGH : . o :
N Goowgleanvgchokphedph@tr‘uyvcapr?m § Tisubog Drve
dung cta minh trén tét ca may tinh va thiét
| By orveciati bidi dong ot
Thém t8p bang it "Moi" mat
3% Dugc chia sé i toi - u Gt e M et Trogiip

‘," Google Photos
@ sincay

W Buocgén diu seo
§ Thingric

b. Nhip chudt vao Tai xuéng Driverdi chon Mac va PC



Co 8lc Drive Lam quen vél Drive  Strdung Drive  Taixuéng  Danh cho céng viéc  Tro gitp

Tai Drive & khap

@ Thiet bj Android

@8 PhonevaiPad

Chia sé trang web Google Apps: | 8+1 Theo adi [V Ne]

c. Chon Chép nhan va cai dat

Tai xudng Google Drive danh cho Windows
Piéu khoan dich vu cia Google Drive

Bang cach st dung Google Drive. ban ddng ¥ vdi Diéu khoan dich vu cua Google. Néu
ban 14 ngudi ding Google Apps. viéc str dung ctia ban phai tudn theo Didu khoan dich
wu thich hop cia Google Apps hoidc cac diéu khoan dwoc thirong hrong cua Google
Apps. néu cd.

] Tay chon: Gidp cdi tién sadn phim nay bang cach tu déng gl théng ké sir dung va bdo cdo sur

cd cho Google.
Huy Chap nhan va Cai dat

d. Nhép vao file vira tai vé

GO gle Drive Lam quen vGi Drive  SUrdung Drive  Taixudng  Danh chocongviéc  Tro gidp

(e

? ~ L2 ~ .
Cam on ban da tai xudng Drive!
NEu qud trinh ti xudéng cla ban chua bat dau, hdy nh&p vao day dé thir lai

Bay gity ban ¢& Drive cho may tinh cla ban, hdy thir trén thiét bj di déng cda ban.

&) [ Tiéng vige v




e. Chon Run va cho doi trong gidy lat
Open File - Security Warning
Do you want to run this file?

] Mame: ChlUsers\tung.dachDownloads\googledrivesync (2).exe
Publisher: Google Inc
Type: Application

From: Ch\Users\tung.dac\Downloads\googledrivesync (2).exe

Run Cancel

Always ask before opening this file

f. Khi cai dat hoan tat, chon Péng. Sau do, déng va luu tat ca dit lidu rdi khoi dong lai may
g. Sau khi may khoi dong lai, bi€u tuong ctia Drive s€ xuat hién nhu hinh

A T 0 B OENG

h. Nhip chudt phai vao biéu tugng Drive va chon Sign in

Google Drive

Google Drive

Sign in

+ 103% [
4:52 PM

~ e B 8/20/2015

i. Nhap dia chi Email, password va chon Sign in



j. Chon Next

Google

Sign in to add another account

Email

Password

T |

Al bt

C)@'Iﬂ » Libraries » Documents

v |4 || search Libraries

Organize v 4 Open

i Favorites
Bl Desktop
& Downloads
i Recent Places

& Google Drive

- Libraries
FZ Documents
il Music Videos
o Music
k= Pictures
B videos

bt Homearoun,

Share with »

Burn

b

Personal
Documents

N

Google Drive

Trae,

k. Tiép tuc chon Next

&. Welcome to Google Drive (Step 2 of 4)

ANDROID APP ON

P> Google play
C4 Available on the
&« App Store

& My orive

= & My Drive

rues

h. Tiép tuc chon Next

< Back




& Welcometo Google Drive (Step 3 of 4)

Share files with others

nvite others to download, view, or edit any file you choose.

Cmvt,'; » Libraries » Google Drive

~ | 43 || search Googte Drive o

Organize » ‘ QOpen Share with =
W Favorites

Bl Desktop

8 Downloads

. Recent Places

& Google Drive 2014 Report

4 Libraries
E Documents
f:ﬁ Music Videos
J Music
(=] Pictures
[ videos

4”

=~ 0 @

Open
0 Send via Bluetooth
& Google Drive 3

Share...
Open with... View on the web

Share with L

I. Cudi cung chon Done
& Welcome to Google Drive (Step 4 of 4)

You're all set!

or the menu icon

O

con

< Back

“‘;“.‘H‘ appesar d"ECT"‘v arer this setup

alexis@gmail.com
2.22GB (15%) of 15.00GB used

Open Google Drive folder
Visit Google Drive on the web

Basement Remodel Budget
Synced

Shopping List
Synced

N RS

Monthly Status Report
Synced

o) m @ On

v

Sync complete

‘ Advanced setup ‘ | < Back l i Done !l

m. Luc nay, trén man hinh s& hién ra thu muc ciia Google Drive, mg thu muc ny va bét du luu trir cac file vao day.
Cac file nay s€ tu dong dugc dong bd 1én Drive khi cé két noi Internet



|

Recycle Bin

—
G
c

Google Docs

=

gle

Google Slides

=

paint.net
[ A
Skype

Google Drive

, 5:02PM
A BB VE s

n. Dé biét duoc tién do cap nhat cua cac file, nhip chudt phai vao biéu tugng Drive & goc phai dudi ciing cia man hinh
may tinh
5:07 PM

A T s % VIE 8/20/2015

g. Khi d6 mot bang nhu hinh bén s€ hién ra, thé hién trang thai cdp nhat cia céc file va bao ) lugng file khong thé cap
nhat do bj 16

Open Google Drive folder

Visit Google Drive on the web

(!9 View 14 unsyncable files

Brochure-Trung Tam DT TX-DHM-s...pdf

v

—~— Leaflet DHM wvua hoc vua lam A...jpg s
LeafLet DHM 24Loai .pdf o

—— Leaflet DHM wvua hoc vua lam A..jpg 2+
~ Leaflet DHM DT TX-Ad-sua2-02.jpg o

I Sync complete

8/20/2015


https://sites.google.com/a/oude.edu.vn/google-apps-for-hcm-open-university/all-google-apps/google-drive-luu-tru-truc-tuyen-chia-se-du-lieu/drive%20icon%20on%20taskbar.png?attredirects=0

3. Tai, tao méi tap tin — thw muc trén web

a. Chon Tao méi, mot bang nho s& hién ra nhu hinh. Trong bang nay, chiing ta quan tdm dén 3 muc gdbm: Thw
muc, Tai tép 1én, Tai thw muc Ién

L Drive Drive cla t6i + = i o O

Google Drive cho phép ban truy cép ndl

dung cda minh trén tét ca méy tinh va thiét
| || B Theme bi i dong.

H Thém tép béngnit "Mai* méu do.
| B Titeolen . .

Téi th muc én

|
B GoogleTailiu
Google Trang tith
Google Trng trinh bay

{Ung dung khéc )

b. Bé tao Thu muc m&i chon Thw muc va nhép tén roi chon Tao

@1 3U
.edu.vn

& Drive Drive cla

i

Thu muc méi X

I
‘ Thy muc demo ‘

| Téitéplén

B Tithemuckn

B GoogleTailiéu

Google Trang tinh
Google Trang trinh bay

Ung dung khée )

c. Dé tai file hodc ca thu muc 1én thi chon Tai tép 1én hoac T4i thw muc Ién. Chon file hoac thu muc mudn tai 1én va
nhan Open, cho trong gidy 1at 1a file nay s€ dugc luu 1én Drive



urganize = MNew toider - o ow |

& Drive Drive cie e Neme Oste modes

[ Desktop * 2 03.Tailiéu chia sétoan trudng
& Downloads  # GOOGLE APPS
& Google Drive - Picture for GSites
4 o 111308 GGApps Training
[ () Pacuments ) 1708 Google Apps Training
I Pictures # (@) 2008 Google Apps Training (1)
| Thur muc 01.GOOGLEAPPS  #) 2008 Google Apps Training
£ KHANG MINH %) 2008Gmail
2 Ky nng IT 1) Google Apps Training - Final Version
B m Picture for GSites. 16 Google Apps Training for study skill
ﬁ Téitéplén 6! Gaogle Apps Training 8/17/2015 7:55 AM__ Microsoft Word 9.. 7,077 KB
&, OneDrive |\:,, SotayhuengdanGoegleApp 8/11/201510:34 AM  PDF File 3,697 KB |
Tai the myc lén 9 ThisPC
¥ Network
E BGoogle Tai liéu
Google Trang tinh
Google Trang trinh bay
File name: || SotayhuongdanGaogleApp le Al Files -

Ung dung khac > [open Cancel

4 Dangtailén 1 muc -

Huy tét ca

& SotayhuongdanGoogleApp.pdf 3.61M8/3.61MB Huy

4 Hoan tat tai lén - X

m SotayhuongdanGoogleApp.pdf 361MB Datailén Chia sé

4. Chia sé va phan quyén tap tin — thw muc

a. Chon file hodc thu muc mudn chia sé

n 208

& Drive Drive cia ti v © % i

TAO MO

Tén + Chi s6 hiu Stra doi [3n cubi Kich cditép

| 'O prveciati 1718 t6
ah Dupcchiasevditd @ goayhuongdanGoogleAsp.pdf i 1720t 4MB
ab

A=  Google Photos

@ (an day
W Buocgan diusao

i Thing réc

b. Chon biéu tugng dau nguoi véi du +



& Drive Drive ciia 1i v = Ei Lm0

Tén + chi sdhiu Sita di fin cudi Kich citép
| VI3 Driveciati o Thu muc demo ol 1718 4 =
a Dwcchiashyiiti - SotayhuongdznGooglepp pdf tii 170t 4B

A GooglePhotos
® Gandéy

¥ Quoegéndiuseo
i Thing réc

¢. Nhap dia chi email ctia nguoi mudn chia sé cting va chon Xong. C6 thé tity chinh quyén cho
nguoi nay Cé the sira hay Co thé xem

Chia sé v&i nhiFng nguwdi khac Mhan lign két ca thé chia sé duroc (oo
MgLri
Mhap t&n hodc dia chi email # Cothé sira -

w Co thé sira

C6 thé xem

d. Néu muon cai dat chi tiét hon ve quyeén riéng tu cua file hodc thu muc, chon Nang cao

Chia sé va&i nhikng ngudi khac Nhan lién két cé thé chia sé duoc €
MgLrdi
Mhép t&n hodc dia chi email # Cothé sira ~

e. Chon Thay déi




Cai dat chia sé

Lién ké&t d& chia sé& (chi céng tac vién cé thé truy cap duoc)

| hitps - ffdrive_google.com/a’ou.edu_vn/foldernview?id=0B6F 3j6cCUebwik\VWa T F2WEw3,

Mg cd quyén truy cap

& Rig&ng tur - Chi ban m&i cé thé truy céap Thay d5i...

o Tung Dao Kim (ban)
tuno.dki@ou.edu.wn

La chd sd hiku

Mo moi ngurdri-

Mhap t&n hoac dia chi email # Co6 thé sira -

Cai dat cia chi s& hiru Tim hidu thém
Khéng cho ngudr chinh sira thay dé8i truy cdp va thém ngureri mdri

f. Tuy chinh cac murc d6 chia sé r6i chon Luu

g. Chon Da xong
Cai dat chia sé

Lién két dé chia sé (chi congtac vién cd thé truy cdp duroc)

| https:/{drive_google com/afou.edu vn/folderview?id=0B6F 3jtc ClUetwik ViWaT F2WEwW3

Ngureri co quyén truy cap
B8  Riéng tr - Chi ban mdi co thé truy cép Thay ddi...

- Tung Dao Kim (ban)

L - La chd sé& hiku
tung.dk@ou.eduvn

Ma&i moi ngurai:

Mhap t8n hodc dia chi email # Cothé sira ~

Cai dat cia chi s& hitu Tim hiéu thém
Khéng cho nguwdi chinh sira thay J6i truy cdp va thém ngudi mdi




HUONG DAN SU DUNG GOOGLE FORM

Budc 1: Truy cap dia chi https://drive.google.com, ding nhap bang tai khoan Google

Budc 2. Tao Form : click vao “Tao”, chon Mau (lwu ¥ ai dung ngdn ngit tiéng Anh thi s& Ia
Form).

- o https://drive.google.com;/# n
Google
Drive

o 4]

0832013

W téi BaMv2013
. ' T ti 04/08/2013
g Desktop.rar i 03 thg 3

tdi 147082013

A ._-. b E
téi 14/0%72013
: ti 04/08/2013

n Dl ve (=] HRi MAMARIINAT

Cac ban lya chon céc chua dé tiy y, mdi chu dé s& ¢ background va font chir khac nhau theo
cha dé. Ca nhan minh hay chon Chim son ca va Sach c6 dién, ly do font chix kha rd rang.

Budc 3: Tao ndi dung cho Form
Cac dang cau hoi cac ban cd thé tao trong Form bao gém:

1. Van ban: Loai cau hoi nay thi muc tra loi sé la 1 cau, 1 doan. Loai nay stir dung khi ban
mudn dat 1 cau hoi mo cho khach hang, khong co dap an cu thé.

2. Vian ban cua doan van: Twong ty nhu Vin ban nhung phan tra loi duoc mo rong hon.

3. Nhiéu lya chon : Loai nay thi phan dap an s& c6 nhiéu lya chon, khach hang chi duoc
chon 1 trong cac dap an minh dua ra (c6 thé thém dap an khac)

4. Hop kiém: Twong ty nhu “Nhiéu lva chon” nhung khéch hang s& dugc chon nhiéu hon 1
dap an (ciing c6 thé thém dap an khac)

5. Chon tir danh sach : Tuong tu nhu “Nhiéu lya chon”, nhung khach hang chi duoc chon
cac dap an co6 san minh dua ra, khong duoc dua ra dap an khac

6. Thang ti I¢ : Tao ra thang do ti I¢


https://drive.google.com/
https://phamngocluong.files.wordpress.com/2014/06/be1baa3ng-tc3adnh2.png

7.Ludi: Tao ra nhiéu lya chon theo ca hang va cot, phu hop cho viéc khao sét.

8. Ngay, Thoi gian: Pua ra lya chon vé thoi gian, pht hop viéc tao cau héi vé ngay sinh cua
khach hang hoac lua chon thoi gian.

Luu ¥: Nhitng loai cau hoi can thiét cho viéc tao form ban hang la: Ngay, lra chon, vin ban,
hop kiém. Va chi can 1am thanh thao 4 loai cau hoi nay thi ban da co thé tao dwoc 1 Form
day du cho viéc ban hang.



HUONG DAN SU SUNG CALENDAR TRONG GOOGLE

1. Lén lich cho su kién
1.1. Tao mét su kién

1. M¢ giao dién Calendar

2. Nhép vao nat Tao & bén trai man hinh

Lich
TAO

= Thang 8, 2015 <o

cn o t2 13 t4 t5 6 {7

1
2 3 4 5 6 7 &
9 10 11 12 13 14 15

16 17 1320 21 22

23 24 25 26 27 28 29

30 3
¥ Lich cla tdi -
v Lich khac d

1.2. M¢i nguoi tham du va chia sé cac tai liéu lién quan

1. Trong trang chi tiét su kién, & muc Thém Khach & bén phai, nhap dia chi email cua
nhitng ngudi ban mubén moi tham gia rdi nhap vao Thém. Bén dudi 1a cac Iya chon vé
quyén han cta nhitng ngudi duge moi, bao gdm: sira doi sy kién, moi thém ngudi khac va
xem danh sach khach moi.

2. O myc Tai liéu dinh kém, chon Thém tai liéu dinh kém dé tai nhing tai liéu lién quan vao
su kién cho nhitng ngudi dugec moi cung xem va tham khao trudc khi du hop


http://calendar.google.com/

8192015 3:00PM dén 4:00PM 8192015 i gier
Ca ngay Lap lai...

Chitiét sir kign

Dia diém Thém: Khach | Phong. v.v
Nhép dia chi email clia khack
Cudc goi dién video M Tham gia cudc hop: tung-dk

Déitén | X6a bo =
Thém

Lich | Tung Dac Kim ¥
M6 ta Khach co thé
sita doi su kién
« méi ngudi khac
« xem danh sach khach mai

| Tailiéu dinh kém Thém tai lidu dinh kém |

Mauswkien []| [l [ | [ |
Théng bao | Cira sd batlén v | 10 | phit v |
Thém théng bao
Hién thi téi & trang thai Pang trictuyén @ Bang bén
Ché d6 hiénthi ® Mac dinh lich Céng cing Riéng tur

Theo ;nic dinh, su‘xkién nay sétuin theo cai dit chia s& cia lich nay: chitiét s kién s& hién thi
cho bat ky ai co the xem chi tiet clia cac sy kién khac trong lich nay. Tim higu thém

1.3. Chon thoi gian

Bén dudi tiéu dé cua sy kién 1 noi ban thiét dit thoi gian cho su kién ctia minh. Ban c6 thé
chon khung gi¢ cho sy kién cua minh, hodc chon ca ngay cho nhiing su kién kéo dai nguyén
ngay. Ngoai ra, Calendar con cho phép ban tao nhiing su kién mang tinh dinh ky bang chirc
nang lap lai.

Sau khi da thiét 1ap tat ca chi tiét ciia su kién, nhap vao ntt Luu dé luu su kién va gt 1oi

mol.

Test event
8192015 dén 8/19/2015

#| Ca ngay Lap lai...

1.4. Hoi dap 161 moi
C6 2 cach dé hoi dap 101 moi tham dy su kién:

1. Tra 161 trong Calendar: khi ban nhép vao 1 su kién, s€ c6 mot bang nho hi¢n ra véi mat
vai thong tin so lugc vé su kién ciing v6i 3 lua chon C8, C6 thé va Khong. Khi nhip vao 1
trong 3 lwa chon, cu tra 10 ctia ban sé& ty dong duoc giri dén ngudi moi.



[ Test event b

th 4, 15 thang &

Nguwdi tham gia tung.dac@oude edu.vn,
tung. dk@ou. edu.vn

Chinh stra sw kién »
Tham dw?Co - Co thé - Khdng | Xoa

| Test event |

25 26 27
2. Tra 101 tor Gmail: khi dugc moi du sy kién, ban s€ nhan dugc mét email cung cép cac
thong tin chi tiét vé su kién, cung véi 3 lua chon C6, C6 thé va Khong. Khi nhap vao 1
trong 3 luya chon, cau trd 101 cia ban s€ tu dong dugc gui dén nguoi moi ma ban khong phai
viét email tra 10i.

[ Aug | Test event Agenda
1 9 View on Google Calendar Wed Aug 19, 2015
Wed pr When  Wed Aug 19, 2015 (ICT) No earfier events
Who tung. dk@ou.edu vn* All day  Test event

All day Remind about Social

Maybe Mo marketing launch

more details »

Test event
When Wed Aug 19, 2015

Calendar tung dao@oude edu.vn

Who = tung dk@ou.edu.vn - organizer
« Kim Tung Dao

Going? Yes - Maybe - No more options »

Invitation from Goegle Calendar

You are receiving this email at the account tung.dac@oude.edu.vn because you are subscribed for invitations on calendar
tung.dao@oude.edu.vn.

To stop receiving these emails, please log in to https./www .goegle.com/calendar/ and change your notification settings for this calendar.

Forwarding this invitatien could allow any recipient to modify your RSVP response. Learn More.
2. Cai dat nhac nhé ve sy kién
bé dam bao ban khong bd 16 mot sy kién hay budi hop quan trong nao, ban nén cai dit nhac

nhé vé su kién. Ban c6 thé nhan dugc 161 nhac nhéd nay qua email hodc trén dién thoai hodc
trén may tinh cta ban. Mot s6 thao tac hitu ich cho ban khi cai dat nhac nho:



1. Chon biéu tudong Banh ring & goc trén bén phai va chon Cai dit

4 Ngay Lich biéu Khac ~ o B2

Mat d6 hign thi:

Thép
Trung binh
Cao

Caidat

Tro gip
Labs

Ngoai tuyén
Béng bé hoa véi thiét bi di déng

Giri phan héi

2. Chon tab Lich va chon dudng link Chinh stra thong béo ¢ phia bén phai
Cai dat Lich
Chung il ddt thiétbi i dong ~ Labs

« Quay lai lich

Lich cila toi Lich ma tica thé xem va sia ddi

: HIEN THI TRONG DANH SACH 12, -~ o :

LICH BIEU téﬁ Khin hikn thi THONG BAO CHIA SE
Dichia

= Tung Dao Kim ¢ Chinh sira thng bdo| Chinh
SUF cai
it

= Cing viéc v

= Sinh nhat o

Hign thi ngay sinh nhat cda nhiing ngu i trong Danh s&ch lién hé cia Google va ‘\:’fmg ket ndi clia ban' theo tly chon tlr Google+. Ngoai [t

ra ciing hien thi ngdy ky niém va sir kién khdc tr Danh sach ién hé cla Google, neu cd.

Tao ich moi Nhap lich Xudt lich Hily dang kj: Ban s& khang con fruy c2p {61 ich. Nhiing ngudi khdc vén co thé st dung lich binh thizong

e Duyat qua lich wa thich »
Lich khdc Lich ma t6i chi ca the xem

: HIEN THI TRONG DANH SACH 1,80~ ni
LICH BIEU 103 King THONG BAO

¥ LI i
= Ngdy le o Viét Nam v

Nody le va le kj niém & Viét Nam Huy dang ky

« Quay lailich

©2015 Google



3. Chon cac hinh thirc thong bdo ma ban mudn. Luu v, hinh thtc thong bao qua tin nhin

SMS sé tén phi dién thoai cua ban.

Théng béo sy kiér: (2 Theo mc inh, thing béo cho 61 aua | Clra st batn v| 10{pndt v/ tuadc misu kién e
Trir g hop deatschi dinh bditirng s kién Thém thing bdo
Thiing bdo si kién cd ngay: 2 Knang ¢4 thdng bao ndo duoc gt Thém ting bao

Tri ki o chidinh khac b timy iy kign cé ngay
Chon cach ban mudn dwe cip nhit thing tin: (7 Email SMS

SIF Kién mét: !
Nhén thang in cip nhat ki co nguai gl cho han i mai them gia si kién

Sipkién d thay a0 _ i
Nnén thang fin cap nhat ki o nguai thay dai sy kién.

Str kién 3 bi hay: !
Nhénthang in cip nhat ki c0 ngudi Ry sir kign.

Tra I3 cho s Kién; ) (i
Nhénthang in cip nhat ki knach tra i mat s lién ma ban cd the yem danh sach khdch moi

Lich bigu hing ngay:
Nnén email o chng trinh Em viéc hang nogy vao lic SAM theo mii gio hién tai cla ban.

Cai A3t dién thosi di Ging el ban 3¢ nhn thing bdo

4. Chon Luu dé ap dung céc thay ddi vira tao vao lich cta ban.

« Quay lai lich| Luu || Hiy

3. Xem va chia sé

Chia s¢ lich 1am viéc ctia ban véi dong nghi¢p, gia dinh va ban be dé ho c6 thé biét ban ranh
lic nao va ban ciling c6 the biét thoi gian ranh cua ho néu dugc chia sé lich lam viéc.
3.1. Chia sé lich 1am viéc

1. Chon vao dau Miii tén bén canh tén cua lich ma ban muodn chia sé va chon Chia sé Lich

\

nay


https://sites.google.com/a/oude.edu.vn/google-apps-for-hcm-open-university/all-google-apps/google-calendar-lich-lam-viec-thu-moi-hop-dhat-phong-hop/notification%20setting%20save.png?attredirects=0

Lich ¢ % Thang® 2015

TAO cn th 2

+ Thang 8, 2015 A

cn t2 t3 14 15 16 17
26 27 28 29 30 21 1
2 3 4 5 6 T 8
g 10 11 12 13 14 15

16 17 1320 21 22 5 ;

23 24 25 26 27 28 29

3031 2 3 4 5

- Lich cida tai -
Tung Dao Kim [=]
Céng viéc Chi hién thi Lich nay
Sinh nhét Cai dat Lich
Tao s kién trén lich nay
¢ Lich khac Chia =& Lich nay

Chinh slra thong bao

Chon mau tiy chinh

2. Nhap dia chi email ctia ngud1 ma ban mudn chia sé lich va cai dat quyén han cho nguoi

d6 roi chon Thém nguoi. Cudi cung nhan Luudé ap dung cac thay doi vira tao.



Chitiétlich ChiaséLichnay Chinh sira théng bao
« Quay lai lich| Lieu || Hiy

¥ Chiase lich nay v&i nhiing ngwoi khic
[ Chuyén thanh lich cing cong Chi xem thdng in ranh/bén (An chitiét) ¥

¥ Chia s& lich ndy vi tat c moi ngudi trong to chirc Bai Hoc MG Tp.HCM | Chii xem thdng tin ranh/ban (an chi tiét) v

Chia sé véi nguoi cu thé

Cé nhan Cai dat Quyen han

¥em tat ca chitiét sy kign v | Thém Ngudi
Thay d6i VA quan Iy chia sé
tung.dk@ou.edu.vn Thay d6i su kién

Xem tat ca chi tigt s kién
Chi xem thong fin rAnh/ban (an chi fiet)

« Quay lai lic \EH Hiy

©2015 Google
3.2. Xem ljch lam viéc ciia mgt nguwdi khac
1. Chon bi€u tugng Miii tén bén canh muc Lich khac 161 chon Thém lich ctia mgt dong
nghiép

TACQ cn th 2
- Thang &, 2015 < =
cn t2 t3 t4 15 6 ¥

26 27 28 29 320 321 1
2 3 4 = G Li =]
9 10 11 12 13 14 15

16 17 1320 21 22 5

23 24 25 26 27 28 29 =
30 31 1 2 3 4 o
- Lich cda tdi -
Tung Dao Kim
Cang viéc =] 10
Simh mhat
[+ Lich khac | =

| Thém lich cia mét dong nghiép |

Duyet gqua Lich WFa thich
Thém bing URL

Mhap lich

Cai dat

23 24

2. Khi ctra s0 maéi hién ra, nhap email ciia ngudi ma ban mudn xem lich roi nhan vao Thém



Thém lich cia mét dong nghiép X

Email lién hé: | |

Mhap di cTa chi email cla nguréri khac dé xem lich cha ho.
phsu tat ca cac dia chi lién hé cua han déu chia sé thung fin lich
viri ban, nhurng ban cothe mi ho tao tai khodn Lich Google,
hodc chia sé lich cla ho vdi ban.

3. Chon Gui yéu cau. Néu nguoi nhan chap nhan yéu cau thi ban c6 thé xem dugc lich cta
nguoi nay tuy vao cap dg ma nguoi nay cho phép

Thém lich cia mét dong nghiép X

Email lién hé:  fung dao@oude edu vn | | Thém |

Mhap d da d"n email cla nguri khan: Jé xem lich cua ho. Khidng
phsu tat ca cac dia chi lién_hé clia ban déu chia sé théng tin lich
vi¥i ban, nhung ban cothé méd ho tao tai khodn Lich Google,
hodc chia sé lich cla ho vii ban.

Yéu cau Truy  Ban khéng cé quyén truy cap vao lich clia
cap: tung.dao@oude.eduwvn

Mhap mét théng bo ngan gon dé yéu cautruy cip vao lich nady.

Toi da va dang sir dung Lich Google dé sap xép lich va
chia sé lich biéu cia minh v&i cac ddng ngh|ep Tai
mudn cé thé xem lich cia ban dé két hop cac ké hoach
trén lich dé dang hon.

| GiFi Yéu ciu ||

S

4. Tuy chinh giao dién lich lam viéc

Ban c6 thé tuy chon cach xem lich theo ngay, theo tuan, theo thang hay theo nam bﬁng cac
nat chure ndng ¢ phia trén lich.



