HUGNG DAN SU DUNG CO' BAN ONEDRIVE

Muc luc
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Pang nhap va cai dat app onedrive

Truy cap trang web: https://www.microsoft.com/vi-vn/microsoft-
365/onedrive/download dé tai va cai dat app onedrive néu may tinh chua cai
dat app onedrive

~ @2 Taixudng Ungdung OneDrive X M OneDrive | Microsoft 365 Copil. X% | +

< &) 2% microsoft.com/vi-vn/microsoft-365/onedrive/download

=. Microsoft | Microsoft 365  OneDrive Doanh nghiép Cac gbi va gid ca + Tinh néng ~ Téi nguyén ~  Tai xudng

2 ~T . o

Tai xuong OneDrive =
Néu ban s& dung Windows 11 thi OneDrive da dugc cai dat trén may tinh cda ban. Néu ban dang sii dung I

mét phién ban khac ciia Windows, hay cai dat Onejpsmsstiiuldieis

Khdi déng OneDrive | Tai xuéng ‘ E
U

Chon tai xuéng


https://www.microsoft.com/vi-vn/microsoft-365/onedrive/download
https://www.microsoft.com/vi-vn/microsoft-365/onedrive/download

- Today

|. OneDrveSetup

Tién hanh chay file d3 tai xuéng dé cai dat

# OneDrive isn't connected @

Sign in to OneDrive to get started

Sign im to OneDrive to get to your files and sync
them on this device.

ﬂﬂﬂENGC

Sau khi cai dat s& xuat hién biéu twong onedrive géc phai thanh taskbar, chon
signin



& Microsoft OneDrive

Set up OneDrive

Put your files in OneDrive to get them from any device,

ri

| may 1

Email address

demo_oned rive@pn‘..edu.vn| &

Create account | Sign in

| W = | &

Tién hanh d3ng nhap bang tai khodn Office365 Trudng d3 cap



Automatically sign in to all desktop apps and websites
on this device?

Selecting Yes, all apps will:

+ Allow us to use your work or school account to sign you in to other desktop apps
and websites you use on this device.

+ Register this device with your organization, allowing your organization to view
D device information like the device's name.

trénn Is this a shared device? If so, consider signing in to this app only.

Learn maore

e
Chon No, this app only dé khéng ty déng s&r dung tai khodn @pnt.edu.vn cho
cac dich vu khac néu may tinh st dung account local

E

Chon Yes, all apps dé ty déng s dung tai khodn @pnt.edu.vn cho céc dich vu
khac néu may tinh st dung account @pnt.edu.vn



& Microsoft Onelrive

Your OneDrive folder

N e

Add files to your OneDrive folder s0 you can access them from other devices and sti

hawve them on this PC.
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Your OneDrive folder is here

C MOneDrive - Trudng Bai hoc Y khoa Pham Ngoc Thact

Chon Change location dé thay d6i vj tri lvu thu muc onedrive trén mdy tinh,
néu khéng cé nhu cau thi dé mac dinh.
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& Microsoft OneDrive

Back up folders on this PC

Files will be backed up, protected, and available anywhere in OneDrive - Trudng Dai
hoc ¥ khoa Pham MNgoc Thach, even if you lose this device.

Learn more about folder backup
T_j Documents 13MEB Ready to back up
Pictures 1MBE Ready to back up
h Desktop 357 MB  Ready to back up

ﬂl 0.4 GB of 100 GB will be used after backup

I'll do it later Start backup
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Chon mac dinh Iuu file trong cdc muc nhu hinh




& Microsoft OneDrive

Back up folders on this PC

Files will be backed up, protected, and available anywhere in OneDrive - Trudng Bai
hoc ¥ khoa Pham Mgoc Thach, even if you lose this device,

Learn more about folder backup
-_‘ Documents 13 MB Mot backed up ®
1 1 Pictures 1ME Mot backed up ™
rl | Desktop 357 MB Mot backed up o
1dy
L

© < 0.1GB used of 100 GB

Mext

Hodc bo chon dé khong luu file tai cdc thw muc trén



& Microsoft OneDrive

Get the mobile app

o work on your files on the go, use OneDrive on your phone or tablet. Available for
i05 and Android.

@

Back Get the mobile app

Sau do chon Later



& Microsoft OneDrve x

Your OneDrive is ready for you

Back

Chon Open my OneDrive Folder
& C\Users\xacth\OneDrive DEM X +

F C & OneDrive » -+ OneDrive DEMO > OneDrive - Trwdng Bai hoc Y khoa Pham Ngoc Thach 2

& New T Sort = View
#
> o Music Mame Status Date modified Type Size
> N Pictures Attachments (a1 17/04,/2025 3:04 PM File falder
> n Videos
> . FPT
> [l This PC

~ __ Libraries
] __H; Camera Roll
» & Documents

» B Music

[ P

Thw muc onedrive trén may tinh



Ngoai ra c6 thé truy cap trang web https://office.com d& dang nhap va st dung onedrive trén trinh
duyét

v B Login|Microsoft 365 Copilot X 4 = ] >

= N ¢ | % office.com I 1 o) O]

=.| Microsoft | Microsoft 365 Products ~  Resources ~ Templates  More All Microsoft ~  ( 2,)

Introducing Microsoft Copilot: Meet your everyday Al companion for work and life. Learn more >

Welcome to the Microsoft 365 Copilot app

The Microsoft 365 Copilot app (formerly Office) lets you create, share, and collaborate all
in one place with your favorite apps now including Copilot.®

Sign up for the free version of Microsoft 365 >

Chon Sign in


https://office.com/

& Microsoft
Sign in

Email, phone, or Skype

Mo account? Create one!

Can't access your account?

Q‘h Sign-in options

Tién hanh dang nhap véi tai khodn Office 365 Trudong da cap



& @ % m365.cloud.microsoft/?auth=2 b G 03 @

Install and more -

Welcome to Microsoft 365 Copilot

2 Search

1 Get started q

Quick access

-

I
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@ AN (©) Recently opened 9s Shared < Favorites +

Chon biéu tuwong onedrive
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Home

Z

Create

COnelirive

23]

Apps

C 25  m365.cloud.microsoft/onedrive/7auth=2

+ Add new

DEMO ONEDRIVE
M Home
B My files
&2 Shared

7 Favorites

T Recycle bin

Browse files by

2, People

Meetings
& Media

Quick access

As you open files from shared libraries,
they'll appear in this Quick access list.

More places...

Thu muc onedrive trén trinh duyét



Upload File

Ld
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lai h

* e
‘g Startbackup > Docume
@@ B w -
MName B

Custom Office Temnplates
- My Recordings

] VAN BAN HO 50

@ Open

fg Open with

[ Share

Add to Favorites
Compress to...
Copy as path

Properties

Edit in Motepad

WinRAR

Copy file can upload Ién thu muc onedrive

Yk X

& OneDrive >

©

+

T Sort ~

Mame

| Attachments (o]

Status

OneDrive - Truding Pai hoc Y khoa Pham Ngoc Thach  »

= View -

£ Show more options
Jo © @D
Cut Copy Rename
Date modified Type
17/04/2025 3:04 PM File folder

Dan file d6 vao thu muc Onedrive

Share

Enter

>

Ctrl+5Shift+C

Alt+Enter
Size
>
D... 1]
o
Delete
55 View
Tl Sort by b
(= Group by b

©) Undo Rename
Siz
New >

@

22 Properties

Alt+Enter

B Open in Terminal

£7 Show more options

)

Paste



OneDrive - Trudng Bai hoc Yk = o

M c ¢ OneDrive » OneDrive - Truding Bai hoc Y khoa Pham Mgoc Thach

New O Tl Sort - = View -

B Desktop Mame Status Date modified

% Home _ Attachments Fa) 17/04/2025 3:04 PM
=] VAN BAN HO 50 @ 17/04/2025 211 PM

‘_";J E-i‘"EI‘_l." j i

# OneDrive - Trugng Dai h

& Onelrive

Biéu twong check thé hién file d3 upload thanh cong

c 2: m365.cloud.microsoft/onedrive/?auth=28from=NoAccountOnToken

DEMO ONEDRIVE O O Name - Modified ~ Modified By ~ File size ~

(-

() Home o
Attachments 12 minutes ago DEMO ONEDRIVE 0 items

| @ My files
99 Shared mﬂ “VAN BAN HO 50.docx 3 minutes ago DEMO ONEDRIVE
&8

v Favorites

@ Recycle bin

Browse files by
S People
Meetings
& Media

Quick access

As you open files from shared libraries,
they'll appear in this Quick access list.

More places...

Trén trinh duyét ciing sé& xuat hién file d3 dwoc upload



c % m365.cloud.microsoft/onedrive/?auth=28&from =NoAccountOnToken

DEMO ONEDRIVE O [ Name ~

(n] Home

Ll
Attachments

M My files
g8 Shared [=| “VAN BAN HO 5O.docx

17 Favorites

W Recycle bin

Browse files by

9 People

Meetings
@ Media

Quick access

As you open files from shared libraries,
they'll appear in this Quick access list.

D& upload bang trinh duyét chon Add new

Modified

12 mints

3 minute:



4+ Add new

Folder

@) Files upload

£ Folder upload

EI Word document

B Excel workbook

] PowerPoint presentation

B} OneMote notebook

B Forms survey

@ Visio drawing

=2 Link

Quick access

As you open files from shared libraries,

Chon Files upload

'C;l EI Name ~
}Im'tach ments

M= “VAN BAN HO ¢

c Open
&« » w 1 HE » Documents > v o
Organize * New folder
> [l Desktop MName - Date modified Type Size
> . Documents T Custom Office Ternplates 08/11/2023 7:56 AM Filz folder
- - 2610477003 410 -
N i Downloads __ My Recordings 25/04/2023 4:19 PM File folder
. @ BAI GIANG 17/04/2025 3:16 PM Microsoft PowerP... DKB
> @ Music
133 VAN BAN HO 50 17/04/2025 3:11 PM Microsoft Word D... 0KE
> N Pictures
> [ Videos
3y SIFPT
> [l This PC
v Libraries
R Camera Roll
File name: | BAI GIANG
—
Quick access

Chon file can upload va chon Open

SRS < S SO ) SO

Search Documents

Cancel
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t/onednve/?auth=28from =NoAccountOnToken

My files

Name -

" Attachments

Be¢| “BAI GIANG.pptx

“VAN BAN HO SO.doex

File da upload thanh cong

rudng Dai hoc Y k

T C

x +

& Onelnve >

O

¢ - Truding Bai h

nts

I L

MName

Attachments

Modified - Modified By ~

15 minutes ago DEMO OMNEDRIVE
A few seconds ago DEMO ONEDRIVE

6 minutes ago DEMO ONEDRIVE

File size ~ Sharing ~

0 items Private
Private
Private

BAI GIANG.pptx 1

Tl Sort = View -

Status

&

0] BAI GIANG &

3 VAN BAM HO 50

@

OneDrive - Truding Bai hoc Y khoa Pham Ngoc Thach

Date modified

17/04/2025 3:04 PM

3

F il FIRIE 39T Dkl
17042025 217 PN

17/04/2025 3:11 PM

Activity

Type
File folder
Microsoft F

Microsoft ¥



Trong thu muc onedrive may tinh sé hién biéu twong dam may thé hién file
dang nam trén server onedrive dé thao tac va chay file s& can phai tai xuéng
may tinh

6 minutes ago DEMO ONEDRIVE Private

= BAl GIANG - PowerPaint
YE X ar

Insert Design Transitions Animations Slide Show Record Review
& OneDrive >  OneDrive - Truéing Dai hoc Y khoa Pham =]

View Help @ Tellmewha

N N New B I U § abe AV a
o 6 = W T Sort = View .- Slide ~ O Section ~
Clipboard 1 Slides Font Paragraph
N Status Dat
ame e =1 € UPLOAD BLOCKED  We couldn't verify you have the necessary permissions to upload the fle. | Save a Copy
Attachments ) 17/04,
[ BAI GIANG © 17704
B3] VAN BAN HO 50 @ 17/04

Click to add

Khi chay file s& ty dong tai va s& hién dau check thé hién file d3 tai xuéng may
tinh



Download File

licrosoft 365 Cop x +

s m365.cloud.microsoft/onednve/?auth=28from=MNoAccountOnToken

w @ Open v [ Share 3 Copylink T Delete <y Favorite (7] Addshortcut v | Download g
DOMEDRIVE O B Name ~ Modified ~ Modified By ~ File size ~
- O [ “Attachments ® 1% 15minutesago  DEMO ONEDRIVE 0 items
'files

ired ; BAI GIANG.pptx About a minute ag« DEMO ONEDRIVE

rites (] m;] “VAN BAN HO SO.docx « B 17 6minutesago DEMO ONEDRIVE

ycle bin @ Open

flles by U3 Preview

- B Share

el =2 Copy link

dia & Manage access

| ] Delete

pen files from shared libranes, ¥7 Favorite

ipear in this Quick access list.
@ Add shortcut

I 4 Download I

EI: Rename

Ces...

f8 Move to

0 Copyto

34 Automate

2y Version history

ED Details

DE tai file tir trinh duyét chon biéu tugng ... va chon Download

VAN BAN HO 50.docx

0B = Done sail

File d3 duoc tai xudng may tinh

Khuyén cdo: str dung cach nay ddi véi cac trwdng hop dang khdng sir dung
may tinh ca nhan cla minh ma dang mwon stir dung may tinh ctia nguoi khac
dé tai file xudng.



Khdéng nén sir dung app onedrive trén may tinh ngudi la sé gay nguy co’ vé
mat mat va 16 thong tin file cd nhan

Share
My files
O B Name - Modified - Modified By
— “Attachments 15 minutes ago DEMO OMNED
@¢| BAIGIANG.pptx About a minute ag DEMO ONED
QO m—ﬂ “VAN BAN HO SO.doex i 6minutes ago DEMO ONED

Trén trinh duyét chon biéu twong miii tén dé chia sé file dén cho ngudi khac



Share “"VAN BAN HO SO.docx" - @ X

2 |rdd a name. group, or email g v

B Add a message

= Copy link

Nhap tai khoan ngudi can chia sé

HO SO.docx"

Make any chamges

Can review
Suggest changes

Can view
Can't make changes

Can't download

Can view, but not download

Chon can edit d& ngudi dwoc chia sé cé thé chinh sira
Chon can review dé ngudi dugc chia sé cé thé tao goi y
Chon can view dé ngudi dugce chia sé chi cd thé xem

Chon can’t download dé khéng cho ngudi dugc chia sé tai file



Share "VAN BAN HO SO.docx"

& Add a name, group, or email

B Add a message

= Copy link

Chon biéu tuwong banh ring dé ma cai dat quyén truy cap file dwoc chia sé




Link settings
VAN BAN HO 50.docx

The link works for
Anyone (D

@ People in Truging Bai h..m Ngoc Thach @

@ Only people with existing access @

People you choose

Share with specific people you choose inside or outside of
Trwding Bai h..m Ngoc Thadh, using their name, group, or

email

More settings

2 Can edit

Set expiration date (MM/DD/YYYY)

Chon Anyone dé tat cd déu truy cap duoc file khéng can tai khoan.
Chon Peoplein ... dé chi cé tai khodn @pnt.edu.vn truy cap duoc file.

Chon Only people with existing access dé chi c6 nhirng tai khodn d3 duoc chia
sé trudc do truy cap (chia sé lai).

Chon People you choose dé chia s& v&i nhirng tai khoan duoc chon.



Link settings O X
VAN BAN HO SO.doex

The link works for

Anyone

Share with anyone, doesn't require sign-in

People in Truding Dai h..m Ngoe Thach ©

@ Only people with existing access (0

O O O @

@ People you choose &

More settings

2 Can edit

Set expiration date (MM/DD/YYYY)

&y Set password

Tai muc More settings
Cé6 thé chon quyén edit, review, view, can’t download nhu budc & trén

Ngoai ra c6 thé dit hen ngay hét han chia sé va cai dit mat khau cho file chia
sé



