HUONG DAN SU DUNG ONEDRIVE SDI

¢ OneDrive HUGNG DAN SU DUNG ONEDRIVE

1. GIOI THIEU
a. GIOI THIEU

- OneDrive la mét dich vu Iuu trir ddm may cua hang Microsoft cho phép nguoi dung luu trir cac file, folders,
video, hdy luu trit cac tai liéu quan trong truc tuyén thay vi luu trir trén may tinh théng thuong. Ban c6 thé
truy cap, s dung ching & bat cir noi dau va bang bat ki thiét bi nao.

- Microsoft OneDrive cho phép ngudi ding dong bo cac dir liéu hoac truy cap ching tir nhiéu trinh duyét web
va dién thoai khac nhau. Ngudi dung s& thuan tién hon trong viéc chia sé cac tép tin nay véi cong dong st
dung mang internet ma khong can phai dang nhap tai khoan.

b. LY DO NEN DUNG MICROSOFT ONEDRIVE

- Dt liéu quan trong s& khong bi mat di néu c6 su ¢b xay ra vi may tinh ca nhan hoac may chu cua doanh
nghiép

- CO thé chia sé tai liéu cho ddng nghiép, sép hay ddi tdc nhanh chdng ma khong phai dinh kém mail bi gisi han
dung luong

- Tich hop nhiéu tac vu thich hop cho van phong nhu: word online, excel online hay PowerPoint online.

- CO thé xem, chinh stra tai liéu gap trong qué trinh di chuyén, hay di cong téc.
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2. PANG NHAP
a. PANG NHAP WEB ONEDRIVE
- Truy cap dén dia chi https://onedrive.live.com/ hoic ma Teams tai trang https://www.office.com/

&« C office.com 33! OneDrive
Q oo Office — Support 1 Tailen v (3 Pangbe  #E Tydéng héa v
B3I Tep clia toi
: O Ganda ap cua toi
Microsoft 365 y Tép cua toi
£ Pachiase
L, 0 Tenv Da sira dsi v
E Qutlook @& OneDrive Q & Thing rac
123 05 Théng Sau
m Word L Excel .
Truy nhap nhanh o  General 2 ngay trudc
. €N Group IT - IT hardware
m PowerPoint u OneNote . Gido &n 1 6 ngay trudc
=l CONG TY TNHH FABTEK ...
. - Hém qua lic 7:08 AM
Q SharePoint Teams H Group BOD e ITsupport q
5 ghi ché 6 ngay trud
' ) Group IT - IT network 56 ghi chép rgay e
m» Dookings m Yammer .
Group IT @ Ban trinh bay.pptx 19 gis trudic

, Power Autom... ﬂ Group IT o

Bén vé - Copy.vsdx 05 Théng Sau
Tai trang cha Microsoft office 356: https://www.office.com/
1. Chon biéu tugng H
2. Chon OneDrive. )

3. Di dén trang OneDrive online.



https://onedrive.live.com/
https://www.office.com/
https://www.office.com/
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b. PANG NHAP TREN MAY TINH

: & Microsoft OneDrive X .

L Set up OneDrive
‘ Put your files in OneDrive to get them from any device.

v Quick access

@l Desktop 1. Chon This PC trén desktop
2. Chon muc OneDrive

o

i Downloads
é Documents a 3. Déng nhép tai khoan M365

E Pictures
= s >

__ Password

_ POLYMER
~ System32 ()

> @ OneDrive Q Email address

v [ This PC suppport@fabtek.com.vn

> @l Desktop

> & Documents Create account ‘ m

> Downloads
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3. CACH TAI TEP TIN, ANH, VIDEO LEN ONEDRIVE TREN MAY TIiNH

r

[
— . @ 4 4 €
® New ~ 3% (] =D W T sort - = View ~ cen g = =]
rmatas Cell Inse
able ~ Styles - =
&~ e v > QOre.. » Docume.. » e (@] 2 Search Documents @ Share with Zalo
~ 7-Zip >
] Name Date modified i i
v Quick access @ Scan with Microsoft Defender..
Bl Desktop » _ Ds khach hang 13/06/2022 11:02 PI Give access to 5
+ Downloads » @ Dy 4n Camera 13/06/2022 1101 p| BB Add to archive...
% Documents » g Add to "Documents.rar”
E Bictures » @ Dy an Wordpress 13/06/2022 11:01 PI g Errrres i el
~ Documents @ Trién khai Vmware 13/06/2022 11:02 PI g Compress to "Documents.rar” and email
. Copy as path
~ LAYOUT Vstart Network 02/06/2022 10:04 PI
_ Password Send to -

~ USER GUIDE Q Cut
v @ OneDrive o

Create shortcut

_ Desktop

Delete
> Documents

Rename
> % Documents

Properties
> KHNOW

cb123456

> __ KHOUTSIDE
> PN Pictures
5items  5items selected E O

1. Chon folder can up 1én Onedrive

2. Chuot phai chon copy
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-

__ Dt liu ngudi dung

ONew- ¥ 0 B &

« 5 v A

~ USER GUIDE

v @ OneDrive
_ Desktop
> Documents
> % Documents
> KH NOW
> KHOUTSIDE

> E Pictures

° v @ OneDrive - CONG TY TNHH FABTEK VIET NAM

> Dii liéu ngudi ding
» e General

> Gidoan1

> o IT support

> Onedrive ca nhan

> OneDrive mdi

> 7 S& ghi chép

1. Chon folder Onedrive

2. Chuot phai chon paste

@] T Sort ~

Name
~ Ds khach hang
@ Du an Camera
@ Du &n Wordpress
@ Trién khai Vmware

Vstart Network

e

~ » OneDrive - CONG TY TNHH FABTEK ... » DU liéu ngudi dung >

View ~ saa

v G

View >

Sort by >

P Sei

Status
Group by >

© Refresh

©
0
©
©

Customize this folder...

Paste
Paste shortcut

Undo Copy Ctrl+Z

& Share

View online

B Open in Terminal
Give access to >
MNew 2

Properties

SDI
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4. PONG BQ ONEDRIVE VOI MAY TIiNH, LUA CHON THU MUC PONG BQ

| @ Microsoft OneDrive X
& OneDrive - CONG TY TNHH FABTE... @

@ Your files are synced | Settings Account Backup Metwork Office  About

§83  Settings
; OneDrive - CONG TY THMHH FABTEK VIET NAM (support@fabtek.com.vn
Dy an Camera.dc (supp )

Uploaded to Dirliet P Send feedback 3 MB of 1,024 GB cloud storage used Add an account ]
10 minutes ago
? Manage storage Unlink this PC

Get hel
Du &n Wordpress ® b
Uploaded to Dir liéy 1 location is syncing
10 minutes ago @ Manage storage
E OneDrive - CONG TY TNHH FABTEK VIET MAM

TFAE (e Vi @ Pause syncing 97 KB used on this PC Choose folders Stop sync

Uploaded to D liéy
IDI I IESEED > Quit OneDrive

Vstart Network.xlsx

Uploaded to D{ liéu ngudi dang
10 minutes ago

Word ca nhan.docx

Renamed in Onedrive ca nhan
17 minutes ago

New Microsoft Word Document.do...

Uploaded to Onedrive ca nhan
17 minutes ago

tai liéu support.docx
Available in IT support

BFEEREEE

12 hours ago
1. Chon biéu tuong Onedrive goc phai
E] @ @ . - : g g p 0K Cancel
Open folder View online Recycle bin man hlnh'
> Rl 2. Chon biéu tuong ke va setting.
i A~ @ NG B D B 13,3}1,;};;2'“2 1) 3. Chon Choose folders.
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= e e i T PP R T TP T Y T TP T YY)

& Microsoft OneDrive x

a : 4. Bo chon Make all files avaiable
va check vao nhirng 6 ban cho phép

Choose folders

Choose what you want to be available in your "OneDrive - CONG TY TNHH FABTEK
VIET NAM" folder. These files will be available on-demand. Unselected folders will
be hidden from File Explorer.

ddng bo dit liéu 1&n Onedrive - OK

Make all files available

Or make these folders visible:

'Y Files not in a folder (122.7 KB)
T Dt ligu ngudi dang (96.9 KB)
T Gidoan 1 (20.7 KB)

[ Onedrive cd nhan (0.0 KB)

__ OneDrive mdgi (0.0 KB)

T S6 ghi chép (0.2 KB)

WO W NN

Location on your PC; C\Users\SDIVMN\OneDrive - CONG TY T...
Selected: 240.5 KB Cancel
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5. CHIA SE TAP TIN TRONG ONEDRIVE

& OneDrive - CONG TY TNHH FABTEK VIET NAM

@ New~ ¥ (O

<«

W

EI] G4 EJ' M sort ~

> v /@ > OneDrive - CONG TY TNHH FABTEK VIET NAM

Quick access
[ Desktop
i Downloads
= Documents

E Pictures

* % % %

Documents
Password
System32

Vinastardiamond

° v @ OneDrive - CONG TY TNHH F.

>

b

b

D@ liéu ngudi dung
. General
Giao an 1
e IT support
Onedrive ca nhan
OneDrive mdi

S8 ghi chép

Eal

Name
Dt liéu ngudi dang
- General
Giao an 1
e»- IT support
Onedrive ¢ nhan
OneDrive mdi
S8 ghi chép a
B9 Ban trinh bay
@ Ban vé - Copy
@ Banvé
sé
@9 Tai lieu
@9 Tai ligu1

Status
@R

e

cC &6 0 0 0 0l® ©® © 0

View

SDI

Open
Open in new window

Pin to Quick access

err—)—

View online
Always keep on this device

Free up space

Open in Terminal
(== Share with Zalo

7-Zip >
. Scan with Microsoft Defender...

Give access to >
@ UltralSO >

Restore previous versions

Include in library >

Pin to Start

E Add to archive...

B Add to "S8 ghi chép.rar”

E Compress and email...

g Compress to "SE ghi chép.rar” and email
Copy as path

|&* Share

Send to >
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® Share "Word ca nhan.docx” 4

. Chon OneDrive trong ThisPC
Send link . Chon thu muc can chia sé
Word ca nhan.docx . Chon biéu tugng Share
. Nhap tén nguoi can chia sé
Anyone with the link can edit > . Phén quyen file chia sé va bam Send
- Can edit: Cho phép chinh stra
Ao, Phan Thanh X - Can view: Cho phép xem
. Chon Copy d¢ lay duong link gi
Add another a Y/ - ‘Py . y g g
cho nguoi nhan.
Vi Can edit
Message... Make any changes a
4 Can view
Cannot make changes
3¢ Link settings
Copy link

Anyone with the link can edit > Copy ‘ a

Shared with: e 0 Q Q Q Q
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6. KIEM TRA DUNG LUQNG ONEDRIVE

e
' | @ Micr Drive X
@ OneDrive - CONG TY TNHH FABTE... & | 1

Settings Account Backup Metwork Office  About

@ Your files are synced

§83 Settings

L. OneDrive - CONG TY TNHH FABTEK VIET NAM (support@fabtek.com.vn

M Word ca nhan.da (supp )
W Uploaded to Onedr gP Send feedback 3 MB of 1,024 GB cloud storage used Add an account
& minut
s Ege Manage storage Unlink this PC
(» Gethelp |
1 location is syncing
$ Manage storage E
OneDrive - CONG TY TNHH FABTEK VIET NAM

@ Pause syncing g 109 KB used on this PC Choose folders Stop sync
X Quit OneDrive

1. Chon biéu tugng Onedrive dudi thanh Taskbar

2. Chon Setting

3. Chon tab Account, hién thi dung luong luu triv

E] @ @ oK Cancel

Open folder View online Recycle bin L =

D A~ & @& V] ENG O

O 2
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CHUC CAC BAN THANH CONG !
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