HUGNG DAN SU DUNG
GOOGLE CALENDAR

PHONG CONG NGHE THONG TIN
Email: phongcntt@pnt.edu.vn



mailto:phongcntt@pnt.edu.vn

1.

Giéi thiéu

Google Calendar 1a mot atng dung quan li thoi gian cia Google cho phép nguoi dung
theo ddi lich Iam viéc hang ngay nhu lich hop, su Kién, ...., cho phép tao va gui loi moi
dén nguoi khac tham gia vao cac hoat dong do.

Google Calendar la tng dung mién phi, ngudi ding chi can ¢ tai khoan Google 1a c6
thé truy cap (ng dung tir may tinh, dién thoai, may tinh bang.

Vi tai khoan email ciia Truong duoi @pnt.edu.vn, can bd nhan vién, giang vién, sinh
vién, hoc vién c6 thé sur dung trng dung Google Calendar.

Trong bai viét nay Phong Céng nghé Thong tin hudng dan cac budc co ban dé sir dung
Google Calendar bao gom:

2.

Giéi thiéu

Truy cap trng dung Google Calendar
Quan ly va chia sé lich

Lén lich cho su kién

Cai dat nhac nho su kién qua email
Xem lich trén céc thiét bi khac nhau

Truy cap wng dung Google Calendar: co 2 cach

Cach 1: Truy cap tir duong link: www.google.com/calendar

Google
bang nhap

Tiép tuc tdi Lich Google

Nhap email duoi

Email hodc s8 dién thoai
|- huongdan@pnt.edu.vn

@pnt.edu.vn

Ban quén dia chi email?

Pay khéng phai méy tinh cia ban? Hay str dung Cira s8
riéng tu d& dang nhap. Tim higu thém


https://www.dienmayxanh.com/laptop
https://www.dienmayxanh.com/dien-thoai
https://www.dienmayxanh.com/may-tinh-bang
http://www.google.com/calendar

Nh&p mét khau clia ban

Google
Chao mung

huongdan@pnt.eduvn v

[[] Hién thi mat khau

Ban quén mat khiu?

Cach 2: bang nhap email dudi @pnt.edu.vn chon Lich nhu hinh bén dudi
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3. Quan ly va chia sé lich
3.1. Tao lich méi
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Lich cha téi

Huong dan -DH Y
L&i nhéc

Sinh nhat

Tasks

Lich khac

Ngay |é & Viét Na
thuylinh@pnt.edt

Chung
Thém lich ~
Dang ky lich
Tao lich méi
Duyét qua lich yéu thich
T URL

Nhép va xuat

Cai dat lich cla toi
® Huong dan-DHY Khoa PNT

@ Sinh nhat

Tao lich méi

bang ky lich

Chon “Tao lich méi”

Duyét qua lich yéu thich

Tur URL

Tao lich mdi

Tén
Lich hoat dong phong

Mé ta
Lich hoat déng cua phong

Nhap mé ta

Mi gid

(GMT+07:00) Gig Déng Durang - TP H6 Chi Minh
Chi s¢ hitu

huongdan@pnt.edu.vn

T4 chirc

pnt.edu.vn

Nhan “Tao lich”

Tao lich




3.2. Quanly lich
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3.3.

Chia sé lich
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Quyen truy cap
Chung

-
fhem IiCh Y m

) Hién thi cho moi nguai Chi xem théng tin ranh/ban (an chi tiét) ~

Nhap va xuat Hién thi cho Trudng Dai hoc ¥ Khoa Pham Ngoc Thach Xem tét ca chi tigt su kign ~

Cai dat lich cla toi L&y dudng lién két co thé chia sé

@ Huong dan -DH Y Khoa PNT Hiy tim hidu thém va cach chia sé lich ciia ban
@ Sinh nhat
@ Lich hoat dong phong  ~ Chia se vai ngur.ffi cu thé
Cai dat lich huongdan@pnt.edu.vn Thay ddi va quan Iy chiasé ~

Tu déng chap nhén |& mai
+ Thém ngusi
Quyén truy cap

Hay tim hidu thém vé cach chia sé lich cla ban véi ai d6
Chia se voi nguai cu thé

(1) Hién thi cho moi ngudi: tat ca moi ngudi déu c6 thé xem lich

(2) Hién thi cho Truong Pai hoc Y khoa Pham Ngoc Thach: tit ca moi ngudi c6 email
dudi @pnt.edu.vn dé co thé xem lich

(3) Chia sé voi nguoi cu thé: Néu chi muédn chia sé lich vai mot vai nguoi cu thé chon
“Thém nguoi”

Chia se vdi ngudi cu thé
Quan tri vién clia ban co thé da tat mot s6 thy chon chia sé cho t6 chifc cla ban.

Nhap email cta nguoi
thuylinh@pnt.edu.vn| muon chia sé lich

Quyzn Chon quyén cho

Xem tat ca chi tiét su kién ngudi muon chia s¢
lich

Nhén “Gui” dé guri
email dén nguoi muon
chia s¢ lich



Chia se vdi ngudi cu thé

Quan tri vién cla ban co thé da tat mot s6 thy chon chia s& cho té chifc cla ban.

thuylinh@pnt.edu.vn l_l:l

Chi xem théng tin ranh/ban (&n chi tiét)
Xem tat ca chi ti&t su kién
Thay dai su kién

ri
Thay ddi va quan Iy chia sé

Céc quyén cho ngudi duoc chia sé lich:

Chi xem thdng tin ranh/ ban (an chi tiét): Ngudi duoc chia sé lich chi biét théng tin
lich ctia nguoi chia sé hién dang ranh hoic ban khong thay dugc céc sy kién chi tiét.
Xem tat ca chi tiét s kién: Nguoi dugc chia sé lich xem duoc tat ca cac sy kién trén
lich nhung khong x6a, sira, thay doi duoc cac sy kién trén lich.

Thay doi su kién: Nguoi duoc chia sé lich c6 quyén thay doi sy kién trén lich
Thay d6i va quan ly chia sé: Nguoi duoc chia sé s& ¢d toan quyén trén lich.

Sau khi chia sé lich, nguoi duoc chia sé lich dang nhap email sé nhan dugc thong bao:

huongdan@pnt.edu.vn da chia sé lich vgi ban Hop thur dén x & I
huongdan@pnt.edu.vn gua google.com 09:43 (10 phit trude) Yy 4w
t6i 161 =

Xin chao thuylinh@pnt edu.vnl

Ching téi gt¥i thir nay dé théng bao réng huongdan@pnt.edu.vn da cép cho ban quyén xem su kién vao ngay Lich Google cé
tén "Lich hoat dong phong".

Sau khi thém lich nay vao cac xda hoan toan lich nay bét ci¥ khi nao ban mudn.

Nhan “Thém
lich nay”

- Nhém Lich Google

Xem lich cia ban.




Thém Lich

Lich hoat dong phong Nhén “Thém”
dé thém lich
duoc chia sé

(4) Lay duong lién két co thé chia sé:
Lién két cé thé chia sé dudc tdi lich cla ban

V&i dudng lién két nay, chi nhimg ngudi mé ban cho phép madi cd thé truy cap vao

lich cua ban.

https://calendar.google.com/calendar/u/0?cid=aHVvbmdkYW5AcG50I

Hay Sao chép dudng lié

Nhan “Sao chép lién két” dé

glri duwong lién két dén ngudi
mudn chia sé

Nguoi duoc chia sé nhan vao lién két dé xem lich:

- Néu nguoi duoc chia sé di dang nhap email @pnt.edu.vn lich s& hién thi.
- Néu ngudi duoc chia sé chwa ding nhap email @pnt.edu.vn s& hién thi trang yéu
cau diang nhép, sau khi dang nhap lich s& hién thj.



Google
bang nhap

Tiép tuc tdi Lich Google

Email hodc s& dién thoai

Ban quén dia chi email?

Day khéng phai may tinh clia ban? Hay sir dung Ctra s
riéng tu dé dang nhap. Tim hiéu thém

Tiéng Viét ~ Tro gitip Bao mat Diéu khoan

4. Lén lich cho sw Kién

D Tutng Daiho X

n @ & =
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t s @7 Hoac nhan dup +
11 12 13 14 A A A
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N hién thi cua lich
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Gap gd vdi... Gi 13 Hing Vuc

Zh Tim ki€ém ngudi
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Lich cia tai n >
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(9) Sau khi dién
théng tin, nhan
X Hop phong “Luu” dé tao su

(2) Chon kién
ngay gio

5 thg 4, 2021 10:00AM tdi 11:00AM  5thg 4, 2021 Mui gic

|JJ Cédngay Hang tuan vao thir hai ~

(8) Nhap dia chi
email caa nhirng

Khach

Chi tiét sukign  Tim mét Théi diém

Them khach ngudi muén moi
tham gia su kién

(W] Thém héi nghi truyén hinh trén ¢

(3) Dia diém

Phong CNTT
Quyén cda khach

m— (4) Pt thoi gian o 2
o : ) J  sua ddisukién (9) Cé
thone bao trurdgc Mi nhitng ngudi khac 5 P
quyen cho

(&) Choniman khach moi
cho su kién

jal Théngbéo -~ 10 phiit

Thém théng bao
Xem danh s&ch khach mai

Lich hoat dong phong,

Hop phéng hang tuan| .

(7) Nhap noi dung ma ta, co
thé dinh kém tap tin tai liéu

Luu y: (6) Chon mau cho sy kién: Khi sir dung lich dung chung cho céac cong viéc cua don
vi nén quy dinh mau su kién ctia moi ca nhan.

Vi du:

Cac su kién lién quan dén Truong don vi: mau do
Céc su kién lién quan dén Pho Trudng don vi: mau vang
Céc su kién lién quan dén nhan vién A: mau xanh Ia

11
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ED Lich Homnay < > Thang 4,2021 Q @ @ Thing -

CN TH2 TH3 TH4 THS THB TH7

I_ Tao 28 29 30 @ 1thg 4 2 3

@ 8:30AM Tham ¢

Tngd2M ¢ > g Su kién duoc tao
chn T2 T3 T4 TS T6 T7 B 5 E N g : 1o
~ Lt A . A

8 29 30 ° 12 3 ® 5:304M Tham ¢ Se hlen thl tren
4 5 6 7 8 9% W0 ® 10AM Hop phdi IiCh +
M o12 13 14 15 16 17 1:45PM Hop try :
1|19 2 N 2 B M 1 12 1
25 26 27 28 29 3,0 1 ® 10AM Hop phéi
2 3 4 5 6 71 8
Gap gd vdi...

apg 18 19 20 21 22 23 24

2\ Tim kigm nguoi ® 10AM Hop phai
Lich cua t6i ~

: 25 26 27 28 29 30 1thgs
) Huong dan-DH Y Khoa P... ® 10AM Hop pho! >

Lich hoat dong phong

H AL Type here to search

5. Cai dit nhic nhé sw kién qua email

= [EJ Lich Homnay < > Thang 3, 2021 Q@ ® mo- m @ @

CN TH2 TH3 TH4 THS THE TH7
I_ Tao 28 1thg 3 2 3 4 5 6
8 29 A 1 2 3 @ o
4 5 6 7 8 9 10
7 8 9 10 1 12 13
Gap gd vdi...
+
2\ Tim kiém nguai
14 15 16 17 18 19 20
Lich cla t6i A~
It 7
@ Huongdan-DH Y Khoa P... A A A
@ Nhan vao dau
Lich hoat dong.. X 3} . ICh C"\n Ch|a S . 24 25 26 27
Loi nhagd Tuy chen cho Lich hoat . ng phong 0 1 a e
Sinh nhat
Tasks 28 29 @ 31 1thg 4 2 3
Lich khac + A b4

Ngay |é & Viet Nam
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51 Lich Homnay < > Thang 4, 2021 Q@ ® me- # @ @

CN TH2 TH3 TH4 THS THeE TH?

I. Tao 28 29 30 @ 1thg 4 2 3
- 3 [
23 29 30 e 1 2 3
4 5 6 7 8 9 10

4 5 6 7 8 9 10

n 12 13 14 15 1 17
1B/ 19 20 21 22 23 24 +
23 26 27 28 B N 1
2 3 4 5 6 7 8

1 12 13 14 15 16 17

Gap ga vdi...

Chi hién thi lich nay
2\ Tim kiém ngudi
Ankhoi danh séch Chon “Cai dat va

L : : 22 23 24

Lich cta téi Cai dat va chia sé Ch ia S8”

Huong dan -DH Y Khoy 000000

Lich heatdong.. X 000000

Lai nhic ' YYXX YY) 26 27 28 29 30 1thg 5

# Sinh nhat r Y YYYYS

& Caidat

Chon “Email” cho cdc muc trong phan
Thong bao khac

W Livnnvat ueny priviny
Thdéng bao khac

| caidatlich
Nhan théng bdo qua email khi lich nay c6 thay ddi.

Tu ddng chap nhan & mai
Su kién mai

Quyen truy cip Mot su kién duoc thém vio lich nay Emailis
Chia se vdi nguai cu thé Sy kién dd thay doi Email -
M@t sur kién trén lich nay da thay doi
Théng bao su kién Su kién da bi hiy Email -
Mat sur kién trén lich nay bi hiy
Théng bdo su kién ca ngay
Tré 1&i cho sur kién Email -
Théng bao khéc Khéach phan hdi su kién trén lich nay
. . Chuong trinh lam viéc hang ngay q
Tich hop lich Nhan email hang ngay kém chuong trinh [2m viéc cho lich nay Email
Xéa lich Khéng
</ Email

6. Xem Lich trén cac thiét bi khac nhau
6.1. Trén may tinh

Dang nhap email dudi @pnt.edu.vn va mé ung dung lich:

13



= EJ Lich Hoemnay ¢ > Thang4,2021 Q @ @ s - i g @

CN TH2 TH3 TH4 THS TH& TH7

I. Tao 28 29 30 @ 1thg 4 2 3

@ §:30AM Than

Thang 4, 2021 < > on /]
ch T2 T3 T4 T5 Te6 T7 4 5 6 7 8 9 10
28 29 30 e 1 z 3 ® 10AM Hop ph ® 2PM Hop giar
4 5 6 7 8 9 10 +
1 12 18 14 15 16 17

11 12 13 14 15 16 17

18 19 20 21 22 23 24 ® 10AM HOD Dh

18 19 20 21 22 23 24

® 10AM Hop ph Gid 18 Hiing Vure

Gép gd vdi...
2\ Tim kigm ngudi

25 26 27 28 29 30 1thg 5
Lich cda téi ~ ® 10AM Hop ph Ngay giai phong [ Ngay Quoc té Lz 4

M Huonadan-DHYKhoaP.. v

6.2. Trén dién thoai

Tai tng dung Google Calendar vé dién thoai

B3 Google Calendar: Get Organize X [ias ) =
c @ © & https://apps.apple.com/us/app/google-calendar/id909319292 B - 9% rin@D & =

App Store Preview
This app is available only on the App Store for iPhone and iPad.
Google Calendar: Get Organized () 20 - A
Sync, schedule, book & meet I OS tal ll’ng dung tren
Google LLC
#14 in Productivity
31 el A App Store
Free
Screenshots iphone iPad
Intelligently manage Quickly create and Easily view Create and
work, school, and 5 T
schedule meetings and join events manage tasks
personal calendars
i ——.
; ~3 - 3:43 PM
H £ Type here to search i A & Tl dx @ ENG 31)/03/1021 o
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' Goog|e Play Tim kiém n
83 Ungdung Danh muc v Trangchd  Bangx&phang  Ban phét hanh méi
Ung dung cda toi
Mua sam . .
Lich Google Android tai irng dung
< Tro choi Google LLC  Ning sut tren
Tré € Tét ca moi ngudi
réem 31 ca moi ngu GOOgle Play
Lwa chon cua bién tap .
vién A Ban chua co thiét bi nao
Tai khodn
Phuong thirc thanh toan

Cai dat va mo ung dung trén dién thoai.
Ding nhdp email dudi @pnt.edu.vn dé thay lich ca nhan.

Néu 12 lich duoc chia sé tir nguoi khéc, truy cap email ma email thdng béo chia sé lich:

huongdan@pnt.edu.vn da chia sé lich vdi ban Hop thr dén x & 2

09:43 (10 phit trude)  Tr 4

huongdan@pnt.edu.vn gua google.com
6 16
Xin chao thuylinh@pnt.edu.vnl

Chung téi gt¥i thur nay dé théng bao réng huongdan@pnt.edu.vn da cép cho ban quyén xem su kién vao ngay Lich Google c6
tén "Lich hoat dong phong".

Sau khi thém lich nay vao cac x0a hoan toan lich nay bét c¥ khi nao ban muédn.

Nhan “Thém

Thém lich nay. IiCh néy”

- Nhém Lich Google

Xem lich cua ban.

15



Thém Lich

Lich hoat dong phong Nhén “Thém”
dé thém lich
duoc chia sé

M ing dung Google Calendar trén dién thoai dé thay lich:
16:26 & @ NE = allall 62% m

D TH4 2021 &)

T2 T3 T4 T5 T6 T7 CN
1 2 3 4
20/2 2172 22/2 23/2
Tham dy h
6i thdo

7 8 9
26/2 27712 28/2
Hop giao b

an chuyén 1 Ung dung trén
dién thoal

14 15 16
1/3 2/3 3/3 4/3 5/3
IHop phong Tét Han thy
C
19 20 21 22 23 24 25

9/3 10/3 1/3 12/3 13/3 14/3

8/3

IHop phong Gi6 Té Hun
g Vuong
Gib t6 Hun
g Vuong

26 27 28 29 30
15/3 16/3 17/3 18/3 19/3
IHop phong

g nhat dat nEEEEIG G

Nagay gidi p
héng

Nagay Quéc
té Lao dong
Hop phang

I O <
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Trén day 1a phan huéng dan cac bude co ban dé s dung Google Calendar phuc vu cong
viéc. Moi y kién dong gop va thic mac vui 1ong lién hé Phong Cong nghé Thong tin:

Email: phongcntt@pnt.edu.vn
S6 dién thoai noi bo: 127/ 130
Pia chi: Lau 2, Khu nha A2, Trudng Pai hoc Y khoa Pham Ngoc Thach.
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