H??ng d?n s? d?ng
OneDrive

OneDrive la dich vu luu trir ddm may cé thé hoat ddong trén nhiéu hé diéu hanh. OneDrive for
Business cung cap cho ngudi dung 1 TB luu trir dit liéu, hoé trg luu toan bd hinh anh, video va cac
tai liéu quan trong tai mot khéng gian, déng thoi c6 thé truy cap dit liéu tir nhiéu thiét bi nhu may
tinh, may tinh bang, dién thoai chay trén cac hé diéu hanh nhu Windows, Mac, Windows Phone,

i0OS, Android va Xbox.

Nguai sit dung OneDrive cé thé cong tac truc tuyén véi 5 ngudi cung lic thdong qua tinh nang
Office Online dé dé dang chia sé va lam viéc cung nhau trén Word, Excel, PowerPoint, tham

chi la OneNote Online.

Cac chuc nang cua OneDrive:

- Upload tap tin va thu muc.

- Download tap tin va thu muc.

- Chia sé tap tin va thu muc.

- Cho phép nhiéu ngudi dung tuong tac trén 1 tap tin cung thoi diém.

UPLOAD TAP TIN VA THU MUC

DOWNLOAD TAP TIN VA THU MUC

QUAN LY TAP TIN VA THU MUC

CHIA SE TAP TIN VA THU MUC

XEM TAP TIN THU' MUC PU'QC CHIA SE

NHIEU NGU'O1 DUNG TUONG TAC CUNG MOT THOI DIEM
DONG BO ONEDRIVE VO MAY TiNH CA NHAN




UPLOAD T?P TIN VA TH? M?C

Budc 1: Upload tap tin va thu muc: chon Apps --> chon (ng dung OneDrive

T M365 Copilot @

Q' Search

D Chat
Agents
Explore agents
Create agent
Conversations
Pages

oy Create

B Apps -——

Apps

m Outlook

Email, schedule, and set tasks

g8 Word a Excel

. OneDrive Teams

t

Use across Teams, Outlook, and Microsoft 365 Copilot

Budc 2: Chon My files --> Create or Upload

b PowerPoint

‘ Clipchamp

4 Install apps -

a OneNote

Q SharePoint

All apps —>

OneDrive

+ Create or upload [ a—
2

UMT ITD ST DEMO 1]
(A Home

il Myfiles —e— 1
22 Shared

77 Favorites

T Recycle bin

Browse files b
Y Browse files by

L. Peanla

My files

D Name ~

Attachments

Quét

£ Search

Modified @ ~

August 25

August 25

Tép Microsoft Copilot Chat August 26

Budc 3: Chon Files upload hoac Folder upload

i1 OneDrive

+ Create or upload

" Folder

& Files upload

£g Folder upload

@ Word document
B3 Excel workbook

'] PowerPoint presentation

My files

k]

Name ~

Attachments

Quét

Tép Microsoft Copilot Chat

Modified By ~
UMT ITD ST DEMO
UMTITD 5T DEMO

UMT ITD 5T DEMO

O Search

Maodified @
August 25
August 25

August 26

File size ~

0 items

0 items

0 items

-

Sharing ~
Private
Private

Private

Modified By ~

UMT ITD ST DEMO

UMT ITD ST DEMO

UMT ITD ST DEMO
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Budc 4: Chon file hoac folder can tai Ién --> chon Open

Browse files by

~

€ Open X
&« > v A &> Downloads > v G Search Downloads L
Organize v New folder = O ©

> T Tailiéu Name Date modified Type
s ™ TEST € UMT - Call Center Integration - 10282025 10/28/2025 4:51 PM Foxit PDF |
s UMT a* APIDOCUMENT CALL CENTER 10/28/2025 3:54 PM Microsoft
API DOCUMENT CALL (2) 10/28/2025 3:52 PM Foxit PDF
(£ Ap1 DocumENT caLL () 10/28/2025 3:50 PM Foxit PDF
@l Desktop » .
& API DOCUMENT CALL 10/28/2025 3:49 PM Foxit PDF
IR <) TICH HOP CRM 10/28/2025 3:48 PM Foxit PDF
o Documents # | BG_TD_APISALEFORCE 10/28/2025 3:02 PM Foxit PDF
N Pictures  # € CCTV - THU VIEN UMT 10/27/2025 3:38 PM Foxit PDF
% e - -
File name: | API DOCUMENT CALL (1) v | All files v
Upload from mobile [ml Cancel
e Két qua tap tin da duoc tai Ién OneDrive
OneDrive L Search
UMT ITD ST DEMO B  Name ~ Modified @ ~ Modified By ~ File size ~ Sharing ~
f;ﬂ Home
Attachments August 25 UMT ITD 5T DEMO 0 items Private
| & My files
28 Shared -_ Quét August 25 UMT ITD ST DEMO 0 items Private
17 Favorites ; Tép Microsoft Copilot Chat August 26 UMT ITD 5T DEMO 0 items Private
T Recycle bin K
@ TAPI DOCUMENT CALL (1).pdf Afewseconds a.. UMTITD ST DEMO 11 MB Private
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DOWNLOAD T?P TIN VA TH?
M?C

Budc 1: Chon dén tap tin hodc thu muc can download tir OneDrive --> chon
Download

OneDrive O Search

+ Create or upload @ Open v [& Share G2 Copylink T Delete <% Favorite (7] Addshortcut ¥ | Download | Ga Print g Moveto (D Copyto E) Rename
UMT ITD 5T DEMO M  MName ~ Modified @ ~ Modified By ~ File size ~ Sharing ~ Activity
Q Home = N

() | Attachments = B ¥  August25 UMTITD ST DEMO 0 Private
M My files

; A UM y Y ite Prir

28 Shared . Quet August 25 UMTITD ST DEMO 0 items rivate
Yy Favorites Tép Microsoft Copilot Chat August 26 UMTITD ST DEMO 0 items Private

W Recycle bin
A few seconds a... UMTITD ST DEMO 11 MB Private

=
L

(] Q APl DOCUMENT CALL (1)....

Browse files by

e Két qua file da duoc tdi xuéng.

Downloads

API DOCUMENT CALL (1) (1).pdf
Open file

OfficeSetup.exe
Open file

See more

B??c 2: Th?c hi?n t??ng t? cho cac tac v? Copy Link, Delete, Move to, Copy to va Rename.
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QU?N LY T?P TIN VA TH? M?2C

Budc 1: DE tao mdi thu muc chon Create or Upload --> chon Folder dé tao thu muc

it OneDrive

=+ Create or upload

~ Folder ——

53 Files u

| Cg Folder upload

@3 Word document

B3 Excel workbook

B’ PowerPoint presentation
M} OneNote notebook

B3 Forms survey

B Visio drawing

[@] Clipchamp video

My files

T

=

Budc 2: Nhap tén cho thu muc --> Create

Name ~

Document.docx

Attachments

Quét

Tép Microsoft Copilot Chat

“API DOCUMENT CALL (1).pdf

O Search

Modified @ ~

A few seconds a...

August 25

August 25

August 26

21 minutes ago
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Create a folder

Budc 3: K&t qud thu muc LAB da duogc tao ra.

vy THES
M  Name - Modified @ ~ Modified By ~
-M Attachments August 25 UMT ITD 5T DEMO
-_ _\ILAB A few seconds a... UMT ITD 5T DEMO
-“ Quét August 25 UMT ITD ST DEMO
-_ Tép Microsoft Copilot Chat August 26 UMT ITD 5T DEMO

By ol
~API DOCUMENT CALL (1).pdf 24 minutes ago UMT ITD ST DEMO

by
Document.docx

3 minutes ago UMT ITD ST DEMO

Budc 4: Khéi tao tap tin theo dinh dang Word document thu muc LAB

Name

| LAE  —~f——
Folder color

© e o0

File size ~

0 items

0 items

0 items

0 items

11 MB

9.40 KB

Sharing ~

Private

Private

Private

Private

28 Shared

Private
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i OneDrive L Search

+ Create or upload S [ Share © Copylink |- Download 3§ Automate v

—| Folder
My files > LAB
53 Files upload
| £g Folder upload 3 Name ~ Modified @ ~ Meodified By ~ File

05 Word document s
B3 Excel workbook

'] PowerPoint presentation
M} OneNote notebook

B Forms survey

@ Visio drawing

[ Clipchamp video

&2 Link
Budc 5: Két qud da co6 1 tap tin theo dinh dang Word duogc tao ra.

i OneDrive L Search

=+ Create or upload B Share & Copylink J Download £% Automate v

UMT ITD ST DEMO

My files | LAB
(7] Home
| @ My files ) Name > Modified & ~ Modified By ~ File size ~
88 Shared r
=2 SHe M= Documentdocx Afewsecondsa.. UMTITD STDEMO 9.41 KB
¢ Favorites

T Recycle bin
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CHIA S? T?P TIN VA TH? M?C

Buéc 1: DE chia sé tap tin hay thu muc, chon Share.

OneDrive £ Search & f] ?
=+ Create or upload @ Open v (& Share © Copylink T Delete Yy Favorite (3 Addshortcut ¥ L Download 5 Sort v | X 1selected = v Details
UMT ITD ST DEMO 0 Name v Modified ® ~ Modified By ~ File size ~ Sharing v Activity
(A Home - . .

. Attachments August 25 UMT ITD ST DEMO 0 items Private

| @@ Myfiles

98 Shared -_ LAB November 12 UMT ITD STDEMO 1 item Private
s Favorites . Quét August 25 UMT ITD ST DEMO 0 items Private
T Recycle bin .

. Tép Microsoft Copilot Chat August 26 UMT ITD ST DEMQO 0 items Private
Browse files by N

wow  APIDOCUMENT CALL (1).pdf November 12 UMT ITD STDEMO 11 MB &3 Shared @ You shared this file - Nov 13
& People
B Meetings I (] ﬁ;l Document.docx I B ¢ November 12 UMT ITD ST DEMO  9.40 KB Private
@ Media

Budc 2: Dién email cla ngudi mudn chia sé tap tin hoac thu muc --> phan quyén truy cap vao tap

tin hoac thu muc

e Can edit: cho ngudi dung chinh sira n6i dung.
e Can review: Chi xem khong dugc chinh sra n6i dung

e Can't download: Chi xem khéng dugc download tap tin hoac thu muc.

Share "Document.docx”

& QDemcﬂ KA ——

Add more

Can edit
@ Add a message Make any changes

Can review
Suggest changes

Can view
Can't make changes

Can't download
Can view, but not download
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Budc 3: Chon Send dé gli dén ngudi can chia sé. Truong hgp mudn chia sé cho tat cd moi nguoi

khong can dang nhap thi chon biéu tugng cai dat nhu hinh bén dudi.

Share "Document.docx™

S Q Demo1 X

Add more

@ Add a message

& Copy link

Budc 4: Chon Anyone : danh cho tat ca déi tugng khéng can dang nhap --> chon Apply.

e Phan quyén truy cap tap tin va thu muc.
e Cai dat thoi gian hét han cua link chia sé

e Cau hinh mat khau khi truy cap.
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< Link settings

Document.docx
The link works for

Anyone

Share with anyone, doesn't require sign-in

People in Truong Dai H...g nghe TPHCM ©

Only people with existing access ©

People you choose ©

More settings /

Z Can edit
Set expiration date (MM/DD/YYYY) — tmmm—

& Set password —g—

Budc 5: chon Copy link --> gui link da copy cho tat ca moi nguai.

'- "

Share "Document.docx” v @ X

& Add a name, group, or email L~

@ Add a message

o [ coprtin

@ Link copied. Anyone with the link can edit.
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XEM T?P TIN TH? M?C ?7?7C
CHIA S?

Budc 1: Chon Shared --> tai muc With you chuing ta thay dugc tai liéu dugc chia sé la Document,

biét dugc ngudi chia sé.

OneDrive £ Search & ] ?

+ Create or upload With you By you Folder Q@ Word @ Excel & PowerPoint lo) PDF = More Filter by name or person

UMT ITD ST DEMO Name + Date shared ¢ ~ Shared by ~ Activity

N

() Home - .
= Document Just now Nguyen Phuoc Chung [ Nguyen Phuoc Chung shared
. this with you - Just now
B3 My files

3t Shared <+

ﬁ Favorites

W Recycle bin

Browse files by
& People

Meetings

Budc 2: chon tap tin dugc chia sé dé xem nodi dung hoac chinh sira n6i dung.

c 25 umteduvn-my.sharepoint.com/:w:/r/personal/chung_nguyenphuoc_umt_edu_vn/_layouts/15/Doc.aspx?sourcedoc=%7BFFB88CFB-CE14-40AB-A46E-946A7TBC3BCAD%7D&f ile=Document.docx&action=... ¥

@ Document & v Ask ilot anything
File Home Insert Layout References Review View Help (2 Comments “\» Catch up £ Editing v '

= =V [ v & v e :]v Q~ | & £ @ copiot

D~ Ov § Aptos@ody) v 12 v A A" B I U § v

[ 33
<
I
<
s
<
I
11

]

)Chia sé tap tin nay cho itdstdemo.2512345678@st.umt.edu.vn
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NHI?U NG??lI DUNG T??NG
TAC CUNG M?T TH?I ?21?M

Tuong tac la tinh nang ndi bat cta Office 365. Trén moét tap tin dugc chia sé, nguoi
dung khoéng can phai gui tai liéu qua lai bang mail. Nguoi dung c6 thé dé dang thém,
tra 10i, theo doi va cap nhat tai liéu trén mot phién ban. Cac tap tin luén dugc cap nhat,
vi vay moi nguoi déu duogc ti€p can vai phién ban cé ndi dung méi nhat. Office 365 ho
tro téi da 05 ngudi cung lam viéc trén 1 tap tin cing moét thoi diém. Cac budc thuc
hién:

Budc 1: Tai khoan A chia sé cho tai khoan tap tin la Document.docx

(&) 25 umteduvn-my.sharepoint.com/:w:/r/personal/chung_nguyenphuoc_umt_edu_vn/_layouts/15/Doc.aspx?sourcedoc=%7BFFBS88CFB-CE14-40AB-A46E-946A7BC3BCAD%7D&file=Document.docx&action=... ¥ 0

M Document < saved ~ Ct  Ask Copilot anything b G
File Home Insert layout References Review View Help O Comments | 4~ Catchup (8 Editing v

9 v Ov § Aptos (Body) v v ANA B 7T U Fv & S v = v < o= =v [v Oov--'v Qv 9~ £ ﬁCopi\oT e ~

D

Budc 2: Tai khodn B chon tap in can chinh stra --> Soan van ban clng thai di€m véi nguoi tai

khoan B.

e Luu y: Van ban duogc luu truc tuyén lién tuc. Néu tai khodn B xda cac dong théng tin trén

van ban thi tai khodn A sé khéng con thay dit liéu cac dong van ban doé.

C | & https;//umteduvn-my.sharepoint.com/:w:/r/personal/chung_nguyenphuoc_umt_edu_vn/_layouts/15/Doc.aspx?sourcedoc=%7BFFBSSCFB-CE14-40AB-A46E-946A7BC3BCAD%7 D& fle=Documen... A 7 | ¢ 9_ ','
@ Document G v €& Ask Copilot anything ] 4@
Fle Home Insert Layout References Review View Help Add-ins @ () Comments < Catchup ¢ Editing v

S v v B Apos@ody) ~ AN R B T U P Ay EviTe T =v v v e v Qv & v & ®copiot | o

im}

Chia s¢ tap tin nay cho itdstdemo.2512345678@st.umt.edu.vn

Thao tac soan thao van ban gui dén Nguyen Phuoc Chung

Cung thao tdc trén cung mot tai liéu trong cing mot thoi dl‘érni
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?2?NG B? ONEDRIVE V?I MAY
TINH CA NHAN

Budc 2: Chon OneDrive

|

I () Onedrive

& m Apps Documents Web Settings People Folders Photos

| Best match

i OneDrive

- App

Search the web OneDrive
App
@ OneDrive
Q. onedrive login 7 Open
Q. onedrive settings ® Run as administrator
[ Open file location
Q, onedrive app
s Pinto Start
Q. onedrive personal £ Pin to taskbar
Folders T  Uninstall

Budc 3: Dang nhép vao OneDrive bang tai khoan trugng UMT cung cap.
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& Microsoft OneDrive X

Set up OneDrive

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

Email address

'En*-.er your email address

‘ Create account

« Sau khi dang nhap bang & may tinh xuat hién thu muc OneDrive - XXXXXX

tuong tu nhu OneDrive trén giao dién web.
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OneDrive - Truong Dai Hoc Quan Ly & Cong nghe TPHCM
Home Share View

[+ =
<« ~ 4 @ > OneDrive - Truong Dai Hoc Quan Ly & Cong nghe TPHCM
Name Status Date modified Type Size
v 3 Quick access
Attachments o 6/17/2022 10:40 AM File folder
I Desktop + )
Recordings o 6/17/2022 10:40 AM File folder
*
¥ Downloads umT o 6/17/2022 10:40 AM File folder
=] Documents +
= Pictures +
> OneDrive

> @ OneDrive - Truong Dai |

> [ This PC

> £ Network

Luu y: M7 tai kho?n OneDrive ??2c s?d?ng 1 TB d?li?uva ?? s?d?ng t? ?a tai nguyén trén OneDrive ta
c6 th? cai 2?2t cho m#t s? th? m?c ch? ??nh ?2ng b? ho?c khéng ?2ng b? v may tinh ca nhan.

B??c 4: Ch?n tab Account --> Choose folders --> Ch?n ho?c b? ch?n céac th? m?c ¢?n ?2ng b?, sau 26 ch?
n OK
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& OneDrive - Truong Dai Hoc Quan |@
@ Your files are synced

8P Send feedback

®

Get help
Manage storage

Pause syncing

S
®
X

Quit OneDrive

@

Recycle bin

& Microsoft OneDrive @& Microsoft OneDrive

Settings Backup Network Office About
OneDrive - Truong Dai Hoc Quan Ly & Cong nghe TPHCM (dzu

2.4GB of 5,120 GB doud storage used | Add ar
Manage storage  Unlink this PC

1 location is syncing
OneDrive - Truong Dai Hoc Quan Ly Cong nghe
0 KB used on this PC

B Make all files available

Choose folders

Choose what you want to be available in your "OneDrive - Truong Dai Hoc Quan Ly
& Cong nghe TPHCM" folder. These files will be available on-demand. Unselected
folders will be hidden from File Explorer.

Or make these folders visible:

| Files not in a folder (28.9 MB)
> T Attachments (530.6 KB)
> " Recordings (2.0 GB)
> UMT (378.7 MB)

Selected: 2.4 GB

OK Location on your PG C\Users\user\Desktop\OneDrive - True...
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