HUONG DAN SU DUNG UNG DUNG CALENDAR (LICH)
POl VOI MAIL TRUONG “@pnt.edu.vn”

Ung dung Calendar (lich) 1 ang dung hd tro ngudi dung sap xép, quan Iy lich 1am
viéc cua minh, tao lich hen, cho phép guri théng bao moi nguoi tham gia vao lich hen. St
dung Calendar s& giam thiéu thoi gian théng bao lich ciing nhu 1én lich 1am viéc, lich hop
mot cach hiéu qua. Ung dung ndy hoan toan mién phi va co thé truy cap qua céc thiét bi
khac nhau nhu may tinh, dién thoai thong minh.

Céc thao tac co ban trong ung dung Calendar:

- Mo ng dung lich trong email Truong

- Tao su kién trong lich

- Chinh stra va x0a su kién trong lich

- Tao lich mai

- Cai dat nhic nha chung cho cac sy kién trong lich

1. Mé eng dung lich trong email Trwong

Pang nhap vao email Truong c6 dudi “@pnt.edu.vn” va m¢ ung dung “Lich” (hinh 1)
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Hinh 1

Hién thi man hinh cua ung dung lich, nhan vao céc ndt bam “Ngay”, “Tuan”,
“Thang”, “4 Ngay”, “Lich biéu” dé thay d6i cach hién thi cua lich (hinh 2).

Muc “Lich caa tdi”, “Lich khac” phia tay trai man hinh wng dung lich 1a phan quan
ly danh séch lich (hinh 2).
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2. Tao su kién trong lich

Trén man hinh ang dung lich, nhan nit “Tao” dé tao sy kién (hinh 3)

file Edit View History Bookmarks Toolks Help

|2 Truéng Dai hoc ¥ Khoa Pham |- %
&« c @@ https://calendar.google.com/calendar/render?tab=mc&pli= 1#main_ 0% - @ w Search In @ =

[E—

Tim

Lich ¢ > Thing1z2017 Mgy | Tudn | Thing | amgdy | Liohbidu Knse ~ -
cn th2 th3 th4 ths thé th7

@.

1thg 12 2
« Théng 12, 2017
en 12 13 t4 15 16 17
12
3 456 8 8 .
’I[I‘H‘\Z‘\B’\’IE‘\EB 4 2 6 7 3 9
17 18 18 20 21 22 23
24 265 28 27 28 28 30
3
10 " 12 13 14 15 16
= Lich clia téi =
Huong Dan Email
W Linhdc
17 18 19 20 21 2 23
Sinh nhét
+ Lich kndc v!

Hinh 3



Hién thi man hinh tao su kién (hinh 4)
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Hinh 4
- (1): Nhap tiéu dé sy kién trong 6 tiéu dé
- (2): Chon ngay gid dién ra su kién
- (3): Tich va hop thoai “Ca ngay” dé xac dinh day la sy kién dién ra trong ca

ngay hoic tich vao “Lap lai” dé thiét lap cho cac su kién dién ra nhiéu lan:

Lap lai

Lan Iaplai: [Hang tuan v|
Lap lai mbi: tuén
Laplaivae: [Jen Otz O3 Ot &5 Ot Q17

Bt dau vao: 12712017

Kétthic: @ Chua bao giv
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() Vao

Ban tom tat: Hang tuan vao thir ndm
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Hop thoai lap lai
- (4): Nhap vao dia diém dién ra su kién

- (5): Chon Lich trong danh sach su kién dugc gan vao



- (6): Nhap chi tiét sy kién vao phan mo ta

- (7): binh kém tai liéu cho su kién

- (8): Chon mau sic hién thi caa su kién

- (9): Chon thai gian va hinh thtc nhic nhé

- (10): Lva chon bao mat cho su kién 1a Mic dinh (theo thiét 1ap cuaa Lich), Céng
cong (ngudi khac c6 thé xem dugc noi dung su kién), hodc Riéng tu (chi nguoi
c6 quyén han méi xem dugc chi tiét su kién)

- (11): Thém khéch: bé sung danh sach nhitng nguoi dugc moi tham gia su kién
bang cach nhap dia chi email ciia nhitng nguoi muén moi tham gia su kién va
bam nat Thém, c6 thé x6a bét danh sach khach moi, cho phép khach moi cac
quyén “Stra d6i sy kién, Moi ngudi khac, Xem danh sach khach moi”.

- Nhéan nit ”Lwu” dé tao hoan thanh viéc tao su kién.

Hinh 5 1a vi du vé tao su kién Hop phong, lap lai trong 4 tuan vao tha 5 hang tuan, ltc
9h30 dén 10h30, dia diém 1a Phong CNTT, thong bao trudc thoi gian hop 1a 15 phut.
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Su kién duoc tao thanh cong s& hién thi nhu hinh 6
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Hinh 6

3. Chinh sira va x6a sw kién trong lich

Nhan vao lich can chinh stra, chon “Chinh sira sw Kién” néu mudn chinh st:a noi dung
cua su kién. Chon “Xo6a” néu muon xéa su kién (hinh 7)
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4. Tao lich mei

Tao thém lich méi: tir man hinh tng dung lich, nhn vao miii tén trong muc “Lich cta
t6i” va chon “Tao lich méi” (hinh 8)
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Trong man hinh tao lich maéi, nhap vao cac théng tin (hinh 9):

- Ténlich

- Moéta

- Chon mui gio

- Tich vao 6 chia sé lich véi nhitng nguoi khac (néu mudén nhidu ngudi c6 thé xem
duoc lich).

- Néu chi mudn chia sé lich cho nhitng nguoi cu thé thi nhap email vao 6 “Ca
nhan” trong phan “Chia sé véi nguwdi cu thé”. Sau khi nhap email cua nguoi
mubn chia sé lich, chon “Cai dit quyén han” dé cap quyén cho nguoi dugc chia
sé va nhan nat “Thém nguoi”. (xem hinh 9)

- Nhan nit “Tao lich” dé hoan thanh phan tao lich méi.
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5. Cai @it nhic nhé chung cho cac su kién trong lich

Trén man hinh &ng dung lich, chon “Cai d@at” (hinh 10)
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Trén man hinh cai dat, chon tab “Lich”, chon “Chinh sira théng bao” (hinh 11).
Chon tab “Thiét 1ap thiét bi di @dng” néu mudn st dung thong béo qua SMS (hinh 11).
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Néu muén st dung thdng bao lich qua SMS, trong man hinh thiét lap thiét bi di dong
(hinh 12):

- Chon quéc gia Viét Nam

- Nhap vao s6 dién thoai thay sé 0 dau bang +84

- Nhén giri mé xac minh.

- Dung mi xac minh dwoc gui vé dién thoai nhap vao 6 ma xac minh

- Nhén nat “Lwu” dé hoan thanh viéc thiét lap thiét bi di dong.

Luu Y, st dung thdng béo bang SMS s& bj tinh phi tiy theo nha cung cip mang di
dong.
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Hinh 12

Trong man hinh chinh sira théng béo, tich chon céac hinh thirc thong bao phu hop
véi nhu cau sir dung, nhan nat “Lwu” dé hoan thanh viéc cai dat nhac nha cho sy kién
(hinh 13).
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Trén day 1a huéng din st dung ung dung Calendar (lich) d6i v6i mail Truong
“@pnt.edu.vn”. Chiic thay, c6 va anh, chi thuc hién thanh cong.

Moi y kién dong gop va thic méc vui long lién hé Phong Céng nghé Théng tin:
S6 ndi bo: 176
Email: phongcntt@pnt.edu.vn
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