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TAI LIEU HUONG DAN SU DUNG HE THONG DRIVE

I. PANG NHAP
- Nguoi ding mé lién két: https://luutru.tphcm.gov.vn dé di dén trang ding nhap.
- Nhap dia chi e-mail va mat khau sau d6 nhan nut Login dé dang nhap vao hé théng.

- Vi du: dia chi email ctua nguoi dung 1a abc.xyz@tphcm.gov.vn. Khi vao lién két
https://luutru.tphcm.gov.vn, ngudi dung sé dang nhap véi théng tin sau:

+ Tén dang nhap: abc.xyz

(Tén dang nhap khdng bao gom phan mé rong “@tphem.gov.vn”)
+ Mat khau: mat khau dung dé dang nhap vao email abc.xyz@tphcm.gov.vn

HE THONG QUAN LY, LUU TRU’ VA CHIA
SE DU’ LIEU TP.HCM

Phuc Vu Lam Viéc Tai Nha

& SO THONG TIN VA TRUYEN THONG
== Department of Information and Communications
T

- Trong truong hop nguoi dung st dung 2-Factor, ngoai viéc nhap E-mail va mat
khau, nguoi dung phai nhap Ma xac thyc gom 6 chir so ma nguoi dung nhan duoc sau khi
nhap dang E-mail va mat khau.

Duy tri trang thai dang nhap


https://luutru.tphcm.gov.vn/
mailto:abc.xyz@tphcm.gov.vn
https://luutru.tphcm.gov.vn/

- Pbi voi lan dang nhap dau tién, chic nang 2-Factor s& mac dinh 1a vo hiéu hoa

- Dé bat chtc nang 2-Factor, ngudi dung can ding nhap vao tai khoan, sau d6 vao
phan cai dat bang cach bam vao tén ctua nguoi dung phia trén cung bén phai, sau d6 bam
chon “Cai dat”

- DANH SACH DU AN
= Dvién
THEM M1 8 Cai dat
‘H‘ Thanh vién @ Tro giip
Tén dy dn v &

& Danhba @ Ding xudt
Tén dw an < Chu s& hivu < Sira ddi lan cudi ~ Kichce Thanh vién Chire ndng
B3 Demot i} 18 - X
B Demo3 8:44:16 AM o

- Sau d6 chon “Xac thuc 2-Factor” 6 danh dau sau d6 bAm nut Luu.

Cal BAT

Tioar AT el Il Ty o Enea RS R

- O day nguoi dung ciing co thé thay d6i ngdn ngit hién thi bang cach bam chon vao
Ngbén ngtr, sau d6 chon ngbn ngr ma ngudi dung muon hién thi va bam nat Luu.

Il. CAIPAT TAI KHOAN
1. Cai dat ca nhan:

- Trong lan dang nhap dau tién, ngudi ding c6 thé vao phan cai dit ca nhan dé chinh
stra lai thong tin tai khoan c& nhan cua minh.

- Pé vao phan cai dit, nguoi ding bam vao tén caa minh phia trén cting bén phai.



= P9

DANH SACH DU AN

= Duién
THEM MO1 | o caiaat
& annvien P
Tén dy &n ~
& Danhba @ Ding xudt
D Lichsir Tén dw an < Chil s& hiru % Sira doilan cudi «  Kichcé Thanh vién Chirc ndng
B3 Demot drive.hem drive1 hem 9:40:30 AM 18 2 T <
ER Demo3 drive1.hem drive1.hem 24416 Al 6 2 &

- Chon vao Cai dat
Man hinh thong tin tai khoan sé hién thi.

AT
=

.

- O phan cai dit thdng tin tai khoan, nguoi ding co thé chinh stra cac thong tin c&
nhé&n, mat khau, e-mail, thay doi cai dat e-mail thong bao, bat/tat 2-Factor, mui gio, ngon
ngtr

- Pé thay doi mai gio bam vao 6 “Mui gio™, sau d6 chon mui gio hién thi va bam vao
nat “LUU” dé luu lai.

- Pé thay d6i ngon ngit, bam vao 6 “Ngon Ngii”, sau d6 chon ngdn ngir ma nguoi
dung muon hién thi cho tai khoan ctia minh sau d6 bam vao nat “LUU”

2. Thay @6i mat khau (tinh ning nay chua hd trg trong phién ban
https://luutru.tphcm.gov.vn)

- D¢ thay doi mat khau, nguoi dung bam vao nat “THAY DOl MAT KHAU” dé di
dén trang thay doi mat khau



https://luutru.tphcm.gov.vn/

THAY BOI MAT KHAU

Mat Khau Hién Tai =
Mat Khau Mei *

Nhap Lai Mat Khau Mai *

- Nhap mat khau hién tai, mat khau méi va nhap lai mat khau méi, sau d6 bam vao
nut “LUU”. Mat khau méi sau khi dugc cap nhat s& dugc ap dung cho cac lan dang nhap
sau.

3. Thay d6i dia chi e-mail (tinh ning nay chua hd tro trong phién ban
https://luutru.tphcm.gov.vn)

- D¢ thay doi e-mail, nguoi ding bam vao nat “THAY DOI EMAIL”, mét e-mail s&
duoc giri dén dia chi e-mail hién tai cta nguoi dung.

- Sau d6 dang nhap vao e-mail cia ngudi ding, sau d6 md email x4c nhan thay doi
email vira nhan dugc va bam vao nut “Thay Do6i E-mail” dé di dén trang thay doi e-mail

Xac nhan thay déi E-mail

Xin chao
Pé thay d6i dia chi E-mail cda ban, ban cén xac nhan E-mail cda

ban bang cach nhap vao lién két dwroc cung cap bén dwdi hodc
sao chép dia chi nay trong trinh duyét cua ban.

Thay doi email caa ban

- Nhap dija chi e-mail méi va xac nhan e-mail méi sau d6 bam vao nut “LUU”

CHANGE E-MAIL

New Mail Address *

Confirm Mail Address

~ - Diachi e-mail sau khi dwoc thay doi thanh cong s& p dung cho cac lan dang nhap
tiép theo sau do.

4. Cai dat Théng bao email va Bao mat:


https://luutru.tphcm.gov.vn/

Phan Thong bao Email cho phep nguoi dung cai dat hé théng giri email théng béo vao
e-mail khi tai khoan c6 sy thay doi, hodc cac tap tin sip hét han.

- Dé chon thong bao email khi cd su thay d6i tai khoan, nguoi dung chon vao 6
“Thong bao khi tai khoan cua tdi cO su thay doi”

- D¢ chon thdng béo email khi céc tap tin sap hét han, ngudi diing chon vao 6 “Thong
béo cho tdi khi cac tap tin dugc bao vé hét han”

Phan Bao mat cho phép nguoi diing c6 thé bat/tit tinh nang 2-Factor (Xac thyc 2 budc)
khi dang nhap. D¢ bat tinh nang 2-Factor, ngudi dung chon vao 6 “Xac thuc 2 budc”. Chuc
nang nay giap tai khoan cta nguoi dung bao mat hon.

Sau khi cai dit xong, nguoi ding bam vao nat “LUU” dé luu lai cac thay doi.

5. Cai dat nhom:

Phan cai dat nhom chi ¢6 quan tri vién (Team Admin) méi co quyén truy cap, cho phep
quan tri vién co thé thay doi théng tin cia Nhom, bat tinh nang 2-Factor (bat budc) cho
toan b6 thanh vién trong nhom, xét quyén duoc tao dy an trong nhém cua cac thanh vién,
cling nhu loai tap tin nao dugc phép tai Ién.

Dé vao trang cai dat Nhom, ngudi dung bam vao nat “HO SO NHOM” ¢ trang Thong
tin tai khoan.

= g oo

O day quan tri vién co thé thay doi thong tin cia Nhom:

- Kich hoat tinh ning 2-Factor cho toan bo thanh vién trong nhém bing cach chon
vao “Bit bugc thanh vién kich hoat xac thyc 2 bude” . Khi tinh nang nay duoc kich hoat,
tat ca cac thanh vién trong nhdm cua ngudi dung s& duoc tu dong kich hoat tinh ning 2-
Factor va cac thanh vién khong thé tit tinh nang nay.



- Lua chon loai tap tin duoc phép tai I&n bang cach nhap duéi ciia cac loai tap tin ma
ngudi ding mudn vao 6 “LOAI TAP TIN BPUQC PHEP TAI LEN” (cach nhau bang dau
phay). Céc loai tap tin khong duoc nhap vao day s& khong dugc phép tai 1én vao dy an.
Nguoi dung cd thé bo trong néu mudn cho phép tat ca cac loai tap tin déu duoc tai lén.

- Dé xét quyén tao dy &n cho céc thanh vién trong nhom cua ngudi dung, nguoi dung
chon vao “LUA CHON QUYEN BUGQC TAO DU AN”, néu nguoi dung mUOn cac thanh
vién c6 quyén 1a Quan 1y duoc tao dy an, ngudi dung chon vao 6 “Quan Iy, néu nguoi ding
mudbn cé4c thanh vién c6 quyén 1a Ngudi dung duoc tao dy an, nguoi ding chon vao 6
“Nguoi dung.

Sau khi cai dit xong, bAm vao nut “LUU” dé luu lai tat ca cai dat.

I11. QUAN LY DU AN (ROOT FOLDER):

Hé théng drive hoat dong trén khai niém du an. Mot dy &n giéng nhu mét thu muc c6
cai dat mac dinh cu thé cling nhu céc thanh vién cy thé tir nhém cua nguoi dung. Vi du:
nhom "MyCompany" ¢0 thé cé du an "Tai chinh", "Ban hang" va "Co khi" ma céac thanh
vién cua tirng bo phan thudc tirng du an do.

1. Tao méi dw &n (create new project):

D¢ tao mot du 4n, trudc tién phai di dén man hinh “DANH SACH DU AN, dé m&
man hinh, nguoi dung nhap chudt vao menu “DU AN ¢ phia bén trai man hinh.

DANH SACH DU AN

THEM MG
én dw an

Hignthi| 10 |v|diFliéu
Téndy an £ Chil s& hiru $ Sira 3bildn cudi + Kichcé Thanh vién Chire néng

E¥ Demo 1 drive1 hem drive hcm 9:57:33 Al 25 2 - X
B Demo3 drive1.hom drive.hom 84416 AM & 2 o

Man hinh s& hién thi danh séach tat ca cac du an da duoc tao. Sau d6 ngudi ding nhap
chudt vao nat “THEM MOI” dé di dén man hinh “THEM MOI DU AN”
B THEM DU AN MO

THONG TIN DU AN CONG TAC VIEN
Tén* Lira Chon Quyén Han

CAI DAT DU AN (THU MUC GOC)

Ap dung m3 hda tap tin PDF va Microsoft Office Chén Watermark vao tai li§u xem true tuyén

O man hinh nay, nguoi ding ¢ thé thiét 1ap du an va moi cac thanh vién tham gia vao
du an.

Cai dat du an: Ap dung hay khong ap dung chitc ning ma hoéa tap tin (PDF, Office)
trong du an.



- Ap dung chirc ning ma hoa d6i véi tap tin : Khi chire ning nay duoc &p dung, tat ca
cac tap tin (PDF, Office) duoc tai Ién s€ tu dong dugc ma hoa.

- Khéng ap dung chirc ning ma hoa d6i véi tap tin : Khi chirc ning nay khéng dugc
ap dung, céc tap tin (PDF, Office) duoc tai I1én sé khdng tu dong ma hoa, nhung van cho
phép nguoi dung ma héa tap tin tha cong sau khi tap tin duoc tai 1én thanh cong.

- Ap dung OCR cho hinh anh (jpg, png) : Khi chirc ning nay dugc ap dung, tit ca cac
tap tin hinh anh (jpg, png) duoc tai Ién sé duoc tue dong nhan dang cac ky tu va luu vao
phan théng tin caa tap tin

- Thong bao: Chirc nang nay cho phép ngudi dung thdng bao cho mot thanh vién nao
do6 (ngoai du an) khi du an dugc tao hay cac cap nhat cia du an, nhung khong cho phép
nguoi dung tham gia vao chi tiét cua du an.

Méi thanh vién: Céc thanh vién trong duy an cd thé 1 : Bién tap vién (Editor), Nguoi
dung (Viewer) , Nguoi xem (Previewer)

- Bién tap vién (Editor): C6 thé thém tap tin, x6a tap tin, tai tap tin vé may, xem tap
tin, m& hda tap tin, chinh stra tap tin da dwoc ma hda, moi thanh vién khac (Vjewer,
Previewer), x0a thanh vién (Viewer, Previewer), tao va quan ly thu muc, tao lién két chia
s€, quan ly nhén.

- Nguoi dung (Viewer): C6 thé thém tap tin, tai tap tin, xem tap tin.

- Nguoi xem (Previewer): Chi ¢ thé thém tap tin va xem tap tin truc tuyén.

- Nguoi dung c6 thé moi thanh vién bang cach nhap dia chi email cia thanh vién do,
hoac chon nhom thanh vién dé maoi cung lac nhiéu thanh vién, bang cach bam vao nut
“Chon Nhém Thanh Vién” ¢ 6 nhap email

THEM DU AN MOl

THONG TIN DU AN MO THANH VIEN

Tén * Lwa chon quyén han
Bién tép vién

MG Ta Email

Tin nhan

CAI DAT DU AN (THU MUC GOC)

ng OCR cho hinh anh (jpg, png

- Sau d6, chon nhém thanh vién mudn mai biang cach bam chon vao checkbox & nhom
thanh vién d6 va bam vao nat “Chap Nhan” dé thém vao.



Chon Nhém Thanh Vién

Tim kiém
Tén Nhém ¢ 56 thanh vién -
Group Sale 6
Support 6
Demo Group 5
Sale 2
Manager 0
User 0

L n ==
CHAP NHAN

2. Lam viéc véi dw an (Hé thong chua hd tro upload cac file thyuc thi va file video
trong phién ban luutru.tphcm.gov.vn):

Dé 1am viéc vai du 4n, ngudi dung nhap chudt vao tén cua dy an dé di dén man hinh
chi tiét du an.

Man hinh chi tiét du an s& chira tit ca cac tap tin va thu muc c6 trong dy an, ¢ day
nguoi dung co thé lam viéc véi ca dy an, tap tin va thu muc.

CHITIET DU AN

T4t Ca Dur An
Cheaxpgd OOW
Tim kiém Q
v
B o 09/28/2018 16:11:28 [ Chi s i | 3 L]
ER oocuments 09/28/2018 11:37:21 [ Chia s i | 0 L
@ Shin-ciu bé bt chi-P4 pdf 12/20/2018 12:55:04 - 10.0 MiB e, ] (= JFNK)
0 Supporting slides QR1.ppix 10/08/2018 15:15:25 - 426.8 KIB @ a Iﬂﬁ
@ pdf1.paf 10/08/2018 151523 - 354.7 KiB e, ] Sl O
9 Operation Sheet (Testand ... 10/08/2018 15:15:22 - 31.3KiB a a |l €
@ Hogo viewer check pdf 10/08/2018 15:15:21 - 3547 KiB e a' |l €
Nations. pdf 10/08/2018 15:15:21 - 113.1 KiB T

a. Tai lén tap tin:
Tai |én tap tin tir may tinh



- Dé tai 1én tap tin tir may tinh, nguoi ding nhap chudt vao biéu tuong “ = ” sau do
chon tap tin dé tai Ién

- Tap tin sau khi duoc tai 18n thanh cdng s& duoc hién thi trong danh sach tap tin cua
du an (Céc loai tap tin khong duoc phép tai Ién s¢ khdng thé tai Ién thanh cdng).

- Tat ca cé4c thanh vién trong dy an déu cd thé tai I&n tap tin.
Tai Ién tap tin tur cac tai khoan Cloud
- Dé lay tap tin tir cac tai khoan cloud khac (Drop Box, Box), ngudi dung nhip chuét

vao biéu tuong cloud “ & . sau d6 chon va diang nhap vao tai khoan cloud dé chon tap
tin.

CHI TIET DU AN
JDeaxniO®w
e I “ -
.- = :
— = “

- Tap tin sau khi dugc chon thanh cdng sé& hién thi trong danh sach tap tin cua du an.

b. Tai Ién thu muc

- Pé tai 1én thu muc tir may tinh, ngudi ding nhap chudt vao biéu tuong « ” sau
d6 chon thu muc dé tai Ién.

- Chi c6 thanh vién 1a Chu du an va Bién tap vién méi c6 quyén tai 1én thu muc.

CHI TIET DU AN

Tét Ca Dy An

Fs

EX newroder [ chi 6 hifu | 4 09/17/2018 10:51:18 &
B oocuments [ Cii s hivu | 5 09/13/2018 13:53:14 o
@ Database Management System 778.9 KB 09/17/2018 11:39:21 8 S
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Sau khi chon thu muc dé tai 1én, tit ca cac thu muc va tap tin c6 trong tpu muc do sé
duoc tai 1én thanh cong (Cac loai tap tin khong dugc phép tai Ién sé khong thé tai Ién thanh
cong).

- Cai dat mic dinh cua thu muc duoc tai 18n s& gidng véi phan cai dit caa du an hoic
thu muc cha cua né.

- Cac thanh vién dugc moi du an va thu muc cha cua no6 cling s€ dugc tu dong moi
vao cac thu muc vira duoc tai 1én thanh cong.

c. Mai thanh vién vao du an:

Véi chirc nang nay, ngudi dung véi quyén 1a Chu du an/Bién tap vién (Owner/Editor)
cé quyen moi thém céc thanh vién trong hoac ngoai nhom cua minh vao du an bang cach

[T 1)

nhap chuot vao biéu twong “ “*" > va nhap dia chi e-mail vao sau d6 chon quyén truy cap
vao du an cua thanh vién do.

MO THANH VIEN

THANH VIEN

LE Johnny

4

NT Huyen

huyenntd49 31@gmail.com

Chu sé& hiFu

Bién tap vién - X

4

MO1 THANH VIEN

Lwa chon quyén han
Bi&n tap vién -

Email

Tin nhéan

O day, ngudi dung c6 thé moi cac thanh vién da ton tai trong nhém, hoic céc thanh
vién mai bang dia chi e-mail cua ho, bang cach nhap dia chi e-mail vao 6 Email va Enter.

11



Nguoi ding cling co thé x6a thanh vién ra khoi dy an d6 bang cach nhap chudt vao
biéu twong “ * ” bén canh mdi thanh vién, hoc chinh sira quyén cua thanh vién trong du
an, sau d6 nhan nat “LUU” dé luu lai cac thay doi.

Sau khi thanh vién dugc moi vao du an, ho s€ nhan dugc maét thdng bao tai dia chi e-
mail cua ho.

Thanh vién trong nhém : Bao gom Quan 1y va Nguoi dung, 1a cac thanh vién da duoc
thém vao tur trudc.

- Déi véi cac thanh vién trong nhdm ¢ quyén la Quan 1y va Nguoi ding, ngudi dung
s& dugc phép lua chon quyén han (Role) cua thanh vién d6 khi moi ho vao du an, co thé la
Bién tap vién, Nguoi dung hoac ngudi xem.

- Ngudi dung ciing c6 thé mai nhiéu thanh vién cung mét luc bang cach bam vao biéu

tuong » phia bén phai cia 6 nhap email, sau d6 chon nhém va bam vao nat “Chap
Nhan” d€ moi nhom thanh vién.

Chon Nhom Thanh Vién
Tim kiem

Tén Nhém # 56 thanh vién v

Group Sale B
Support B
Demo Group 5
Sale 2
Manager 0
User 0

= n =N
CHAP NHAN

Mai thanh vién tir bén ngoai nhom: Thanh vién bén ngoai nhom dugc moi vao du an
sé la Khach (Guest).

12



- Doi véi thanh vién dwgc moi tr bén ngoai (Guest) thi quyen han méc dinh cia ho
trong du an la Nguoi xem (Previewer), nguoi dung sé khong thé chinh sira quyén han cua
ho trong du an.

- Thanh vién méi sau khi dwoc moi vao dy an, ho c6 thé truy cap vao du an do bang
cach str dung tén diang nhap (dia chi e-mail caa chinh ho) va mat khau dang nhap ngau
nhién dugc gui dén dia chi e-mail cua ho dé ding nhap.

- Khi dang nhap vao, ho chi cd quyén xem duoc nhitng dy 4n va c4c tap tin trong dy
an ma ho dugc moi.

Nguoi dung cling c6 thé x6a thanh vién ra khoi du an d6 bang cach nhip chudt vao
bicu trong * * ” bén canh mdi thanh vién, hogc chinh sira quyén cua thanh vién trong dy
an, sau d6 nhan nat “LUU” @€ luu lai cac thay doi

d. Tao thw muc trong dw an:

Dé tao thu muc & trong dy an, nguoi dung nhap chudt vao biéu tuong « ”  sau do
nhap tén thu muc va nhan phim enter trén ban phim.

CHI TIET DU AN

T4t Ca Du An

-

B newroer

- Documents
(%) Database Management System 775.9 KIS DenTzonE 12 8 &l

V]

- Thu muc dugc tao thanh cdng s& c6 cai dat miac dinh gidng véi thu muc gbc hoic
thu muc cha cta nd. Nguoi dung cling c6 thé chinh stra phan cai dat ciaa thu muc sau khi
tao.

- Céc thanh vién duoc moi vao thu muc gc hodc thu muc cha cua nd ciing s& dugc
tw dong moi vao thu muc duogc tao

e. Hién thi/an c4c tap tin hodc thw muc da bi x6a khéi dw an:

Khi cac tap tin/thw muc b x6a, ching s& chi bj an di ma khong bién mat hoan toan,
nguoi dung (c6 quyen la Chua so hitu/Bién tap vién) cé thé nhap chudt vao biéu tugng «

» @& cho phép hién thi c&c tap tin/thu muc da bi xda.

13
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Céc tap tin/thu muc da b x6a s& hién thi, khi d6 nguoi diing c6 thé khoi phuc hodc xda
tap tin/thu muc d6 vinh vién bang cach nhap chudt phai vao tap tin d6 va chon thao tac
muon thuc hién:

Khéi phuc: Khi chon vao khéi phuc, tap tin/thu muc s€ duoc khoi phuc lai nhu trudc.

- Dbi véi tap tin: Sau khi dugc khoi phuc, phan cai dit caa tap tin sé dugc 4p dung
nhu cai dit cua thu muc néu thu muc duogc cai dit ty dong “Ap dung ma hoa tap tin PDF
va Microsoft Office”, hoic s& duoc giit nguyén néu thu muc khong cai dat ty dong “Ap
dung ma hda tap tin PDF va Microsoft Office”.

- Ddi vé6i thu muc: Phan cai dit cia thu muc s& duoc gitt nguyén nhu cii sau khi dugc
khoi phuc.
G& bo vinh vién: Sau khi cac tap tin/thw muc bi g& bd vinh vién, ching s& bien mat
hoan toan va khong thé khdi phuc lai.
f. Thao luan va nhirng hoat dong trong dw an:
Trong mot dur n, tat ca cac thanh vién c6 thé thao luan hoic chat tryc tiép vai nhau.
i

."—\ J

Nguoi ding nhap chudt vao biéu tugng « ” hoac “ » dé hién thi phan Binh
luan va Hoat dong.

Phan Binh luan, cho phép ngudi ding gui tin nhan, binh luan dén cac thanh vién khac
trong 1 du &n, dong thoi cho phép gan the thanh vién vao mot binh luén bang cach gd “@”
trude dia chi e-mail muon gan thé.

- Tat ca cac thanh vién trong dy an s& nhan dugc thong bao khi co mét binh luan méi
duogc dang trong du an ma ho dang tham gia.

- Thanh vién duoc gan thé (tag) vao binh luan s& nhan dugc email thdng bao qua hop
thu cua ho.
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Binh ludn va Hoat ding

Thao Luan Hoat Bdng

BINH LUAN

\iét binh ludn

TAT CA BINH LUAN
15:56 PM

Hi Administrator

Hello all

- Nguoi dung ciing c6 thé gin thé tat ca thanh vién trong du &n vao binh luan bing
cach gb @all , khi d6 tat ca thanh vién trong dir an déu s& nhan dugc théng bao qua e-mail.

Phan Hoat dong: Luu lai tat ca cc lich sir hoat dong cua tat ca cac thanh vién trong
du 4n. Cho phép ngudi ding 6 thé xem dugc thanh vién nao da 1am gi trong du &n ngay
ca khi thanh vién d6 d3 bi xda ra khoi du an, hodc da bi x6a ra khoi nhom. Céc lién két da
duoc chia sé va cac dia chi email da dugc chia sé cling dugc luu lai ¢ day.

15



Binh ludn va Hoat dong

Théo Luan Hoat Biéng

Vu Si Thang d3 chuyén mét tip tin dén
May 11, 2018

ml temp

@ 9.1.9& xudt trinh thay thé hé théng
may chu va t dia v1.9.docx

Vu Si Thang da tao mét the muc trong
May 11, 2018

il 9.Mua sam thay thé may chd va td dia
i temp

Vu Si Thang d3 doi tén tap tin
May 11, 2013

@ 9.1.0& xudt trinh thay thé hé théng may
chi va ta dia v2.4.docx

Ea .rll: : E o= £ - £

w3 i AT w7 A docy

g. Chinh sira dw an (Root Folder):
Phan chinh stra dy &n chi cho phép thanh vién 1a Chu s¢ hitu méi ¢6 quyén truy cap.

Trong man hinh Chi tiét dy an, nhap chudt vao biéu twong * '/ dé di dén man hinh
“CHINH SUA DU AN”

16



[EETE

Man hinh nay cho phép nguoi dung xem va chinh stra cac thong tin nhu Tén, M6 ta
hay Cai dat cua du an.

- Cai dit du an: Cho phép ngudi ding chinh swra cai dat dy &n. Phan chinh sira cai dat
chi &p dung cho cac téap tin trong thu muc goc (Root Folder), khéng ap dung cho cac thu
muc hién co.

- Nhuong quyén: Cho phép nhuong quyén chii du 4n cho mot thanh vién khac trong
nhom (Chi cac thanh vién dugc phép tao dy an)

- Sau khi hoan tat céc chinh stra, nguoi diing nhap chudt vao nat “LUU” dé luu lai
cac thay doi va quay vé man hinh Chi tiet du an.

h. Tao lién két chia sé dw an:
Chtic nang tao lién két chia sé dy an chi cho phép thanh vién trong du &n la Chu s
hiru hoac Bién tap vién.

Tir danh sach dy n, bam vao biéu tuong «% » d¢ tao 1 lién két, trong cira s6 nay nguoi
dung c6 thé chon ngay hét han va thiet 1ap mat khau cho lién ket.
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Chia Sé Lién Két

THIET LAP MAT KHAU

CAI DAT

Cho phép tai tap tin

Cho phép xem cong khai

TAD LIEN KET

Ngoai ra, phan cai dat cho phép

- Cai dat Cho phép/ Khang cho phép nguoi duoc chia sé tai xuong cac tai ligu. Neu
khong muon cho phép ho tai tap tin, nguoi dung bo chon khoi 6 “Cho phép tai tap tin”.

- Cai dat Cho phép/ Khong cho phép ngudi duoc chia se xem cac tai li¢u cong khai.
Khi nguoi dung chon vao 6 “Cho phép xem cong khai”, nguoi dugc chia sé lién ket sé
duoc xem truc tuyén cac tai liéu da ma hoa c6 trong du an ma khong can nhap ma PIN dé
xac thuc. (Khdng ap dung cho truong hop xem ngoai tuyen)

Sau khi cai dat xong, bAm vao “TAO LIEN KET” dé tao lién két.

Sau d6, s& dén phan Cai dit chia sé
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LIEN KET URL
https://drive_gtsc_com vn/#iview-link/0/ca8ob42a7967498M0ac0b34f8c 42222

LIEN KET NHUNG

<iframe src="hitps.//drive_gisc_com.vn/#view-link/0/cagob4d2ar967498M0aelb3«

GUI LIEN KET

Email

abc@gmail.com ¥yZEyahoo.com ﬂ

Ngay hét han tai lidu Hour Minute
mmiddiyyyy 23 - 55 -
Mai Gigr
(GMT -5:00) Gi&r Mién Bong (Hoa Ky & Canada), Bogota, Lima -
Cé thé in
Cé thé chinh sira

Tin nhén

O day nguoi dung cd thé:

A

- Nhap céac dia chi email mudn chia s¢ lién két vao 6 “E-mail” hodc chon Nhém Danh
Ba da duoc tao trude d6 @€ chia sé. bé chia s¢ cho Nhéom Danh Ba, ngudi dung bam vao

biéu tugng E phia bén phai 6 E-mail, sau d6 chon nhém Danh Ba can chia s¢, va

bam vao nat “Chap Nhan”
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CHON NHOM DANH BA

Tim kiem
Tén nhom danh ba ¢ 56 lién hé -
ALIBABA 4
DEV 2
Qc 0
VIB 0
BA 0

< n e
CHAP NHAN

- Cai dat ngay hét han tai liéu va cp quyén in/chinh stra cho céc tai liéu da duoc ma
hoa c6 trong dy an. Phan cai dat chia sé tai liéu s& chi dp dung cho cac thanh vién duoc
chia sé lién két (cac dia chi e-mail dugc nhap vao 6 E-mail) ma KHONG &p dung cho cac
thanh vién dugc moi vao trong du an do.

Sau khi cai dat xong phan chia s¢, ngudi ding bim vao nat “XONG” dé hoan thanh
chia sé lién ket.

Sau khi chia sé thanh cong, s& c6 mot email duoc gui dén cho cac dia chi email dugc
chia sé.

Xin chao,

Tran Nhiéu muén chia sé File “Danh muc phan mem.xlsx”
trén Drive

Xem lién két

Email duoc giri ¢én bao gdm tén du an duoc chia sé, cung véi lién két di dén trang tai
xuong, mat khau truy cap vao lién két (néu co) va théng bao (néu co).

20



Nguoi ding dugc chia sé lién két c6 thé nhap chudt vao nat “Xem lién két” trong email
duoc gui dén dé di dén trang chira cac tap tin duoc chia sé.

-

— R

@ a IE)

- Ngudi dung duoc chia sé lién két c6 thé xem tap tin truc tuyén hodc tai tap tin vé
may dé xem ma khéng can phai dang nhap vao hé thong.

- Trudng hop ngudi ding chon khdng cho phép tai tap tin, & lién két chtra cac tap tin
dugc giri s€ khong c6 nut “Download” ¢ moi tap tin, khi d6 nguoi dugc chia sé ho chi ¢co
thé xem truc tuyen tai liéu trén trinh duyét.

- Dbi véi lién két cho phép xem cong khai, ngudi duoc chia sé lién két co thé xem
cac tai liéu da ma hoa nhu xem tai liéu binh thuong, ma khdng can phai nhap e-mail va ma
PIN @é xac thuc

3. Lam viéc véi thw muc

a. Poi tén thu muc:

Dé d6i tén caa thu muc, thanh vién phai la Chu cua du an hoic 1a thanh vién dugc mai
vao vai quyen la Bién tap vién.

Tai man hinh Chi tiét dy an, nguoi ding nhap chudt phai vao tén thu muc muén doi
tén, sau d6 chon vao “Doi tén” , sau d6 nhap tén maéi cho thu muc va bam phim Enter trén
ban phim d¢ luu lai.

CHI TIET DU’ AN

Tat Ca Dy An

Fs

ﬂs Testing docur 2 9:54 AM

If Péitén
B oocuments © Chuyén dén 5 09/13/2018 13:53:14 rﬁ.
@ document_scz 4, Taitap tin vé dudi dang ZIP 286.3 KiB 09/19/2018 17:54:13 @ é' Lanl
i G&bo
@ Database Maj W 7 778.9 KiB 09M17/2018 11:39:21 a8 &l
Qy Chiasé

b. Ma&i thanh vién vao the muc:

Dé moi thanh vién vao thu muc,ngudi ding bam vao tén caa thu muc tai man hinh Chi

tiét du an dé di vao man hinh Chi tiét cia thu muc d6, sau d6 bam vao biéu tuong
”, nhap dia chi e-mail va chon quyén han cta thanh vién d6 d€ moi vao, twong tu nhu cach
thirc moi thanh vién vao du an.
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MO1 THANH VIEN

THANH VIEN
Team Support x_x o
Chu s¢ hiku

&

&  MNoguyen Huyen Bién tap vién - x

& Manager Bién tap vién - x

& demo Nguwéi ding - x
MO'| THANH VIEN
Lwa chon q u',rén han

Bién tap vién -
Email
Tin nhén

Hozc chon nhom thanh vién dé moi vao, bang cach bdm vao biéu tuong n sau
do chon nhom thanh vién va bam vao nat “Chap Nhan”
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Chon Mhém Thanh Vién

Tim kiem
Tén Nhém
Group Sale
Support

Demo Group
Sale
Manager

User

il
-

$4 thanh vién -

6

(&g}

= n ==
CHAP NHAN

- Céc thanh vién duwgc moi vao thu muc s€ duoc tw dong moi vao cac thu muc con co

trong thu muc do, nhung khong dugc tu dong moi vao du an.

- Truong hgp cac thanh vién chi dugc moi vao thu muc trong du an (ma khong dugc
moi vao du an) thi khi ho dang nhap, ho s€ chi thay thu muc ma ho dugc moi, ma khéng

thé thay cac thu muc khac c6 trong dy &n.

Chi thanh vién 1a Chu du 4n va thanh vién duoc moi c6 quyén 1a Bién tap vién méi co

thé mai thanh vién khac vao thu muc.

c. Di chuyén thw muc:

Pé di chuyén thu muc, nguoi ding bdm chudt phai vao thu muc can di chuyén, sau d6

chon vao “Chuyén dén”.
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CHI TIET DU’ AN

Tat Ca Dy An > Demo

Tim kiém
emo folder (oe9) = =
Demo folder (¢+4) ;l ml P ré i @ @ ‘\/,
Fs
E Demof ¢ Béitan m 1 10:41 AM 'a
@ \lanonsIQ Chuyén dén 485.7 KIB 09/19/2018 16:43-40 a8 S
by Taitdp tin vé dudi dang ZIP
i G&ba
@y Chiasé

Chon thu muc muén chuyén dén bang cach bam chon vao tén thu muc, sau d6 bam
vao nut “DI CHUYEN THU MUC” @é di chuyeén

Di chuyén cac muc da chon 'Video Guideline®

= Demo

» @ Guideline documents

DI CHUYEN THU MUC

- Nguoi dung ciing ¢6 thé di chuyén thu muc bang cach kéo tha thu muc d6

- Dbi véi thanh vién chi dugc moi vao thu muc trong du an, ho chi cé thé di chuyén
cac thu muc/tap tin vao cac thu muc ma ho dugc moi vao.

d. Tai thwe muc dwéi dang Zip:

Pé tai thu muc, nguoi ding bam chudt phai vao thu muc d6, sau d6 chon “Tai tap tin
ve dudi dang Zip”
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CHITIET DU AN

Tét Ca Dy An
Tim kiém
esting doc ) — =
Testing documents  (s=s) [;l (| 2es ré (1] @ @ %
-~
ES Testing docume=*~ [ Chi s& i | 1 9:54 AM £
# Biiten
o Chi s hiru 6 09/13/2018 13:53:14 & [
- Documents Q Chuyén dén
@ do-:ument_scar‘l& Tai tép tin vé duci dang ZIP 286.3 KiB 09/19/2018 17-54:13 @Sl
PO
(X) Datavase mang W C5bo 7789 KiB 09/17/2018 11:32:21 8 Sl
@y Chiasé

Dgi mot 1ac cho qua trinh nén thu muc xong, sau d6 chon luu thu muc.

Chi ¢6 thanh vién la Chu dy an, Bién tap vién va Nguoi ding mai c6 quyén tai thu
muc.

e. Xoa/khoéi phuc thu muc da bi xoa:

Dé x6a thu muc, nguoi dung bam chudt phai vao thu muc va chon “G& bo”

CHI TIET DU AN

Tét Ca Du An
Tim kiém
asting doc (ee0) —m uBa
Testing documents (2es) l;' D :‘.; I'("; [m @ @ %
a
n Testing docume=*~ [ Chi 36 hiku | 1 9:54 AM &
& DBiiten »
B cocuments © Chuyinas [ Civi s i | 6 09/13/2018 13:53:14 & (e
uyén dén
@ document_scan 4, Tai tap tin vé dusi dang ZIP 286.3 KiB 09/19/2018 17:54:13 4] & |l
M cabs
() Database Mang B 7789 KiB 09/17/2018 11:39:21 a &l
@ Chiasé

Sau d6 bAm vao nit “CHAP NHAN” dé x6a thu muc.

- Sau khi x6a thu muc, cac thanh vién di duoc moi vao thu muc s& khong thé thay
thu muc d6 nira, dong thoi tat ca cac tap tin da ma hoa trong thu muc sé khong thé mao lai
duoc nira.

|

- Thu muc sau khi bi x6a s& bi an, nguoi dung c6 thé badm vao biéu tuong « — » dé

hién thi cac thu muc da bi an.
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CHI TIET DU’ AN

Tét Ca Du An
Testing documents  (e+9) C] ees = | =
o docmerts @ - = 5(G)o @
-~
= ¥ Khéi phuc
B cocuments © GEbivinhvién | [Ty 6 09/13/2018 13:53:14 &
@ document_scanned 09 19 201... FD 286.3 KiB 09/19/2018 17:54:13 [« N=- N}
a8
a8
778.9 KiB 09/17/2018 11:39:21 a8 &l

® Database Management System

Ngudi ding cd thé chon “Khéi phuc” hoic “G& bo vinh vién” ddi véi cac thu muc da
bi x0a:

- Khéi phuc: Khi chon khéi phuc, thu muc s€ dugc khoi phuc lai nhu trude va cai dat
cua thu muc s€ dugc gitr nguyén nhu cii, dong thoi cac thanh vién da dugc moi vao trudc
do6 s€ dugc gitr nguyén sau khi dugc khoi phuc.

- G& bo vinh vién: Sau khi cac thu muc bi g& bd vinh vién, ching sé bién mat hoan
toan va khong thé khéi phuc lai.

f. Chinh sira cai dat thw muc:

Phan chinh stra cai dat thu muc chi cho phép thanh vién trong du an la Cha s hitu cua
du an, hoac Bién tap vién cua thu muc dé6 mai ¢6 quyen truy cap.

Dé chinh stra phan cai dit, ngudi ding bam vao biéu tuong « ok cta thu muc do.

b

| 2 .
5 - s i & -
SR Erm &

Phan théng tin caa thu muc s& duoc hién thi
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Documents

Théng T...

CHITIET

Tén Documents

i

Kich C& Tép

Cap Nhat Lan  09/13/2018 13:53:14
Cudi

Bwoc Tao Beri Support Team

CAlI DAT THU MUC
Ap dung OCR cho hinh anh (jpg, png)

Ap dung m3 héa tap tin PDF va Microsoft Office

Vo théri han
Ngay hét han tai lidu Gidr Phat
m/ddfyyy 23 - 55 -
Muii Gicr
(GMT +7:00) Bangkok, Ha Noi, Jakarta -
Co thé in

Cd thé chinh sira

LU

O day nguoi dung c6 thé xem cac théng tin cua thu muc nhu Tén thu muc, Kich ¢é va
thoi gian cap nhat lan cudi cia thu muyc.

Phan cai dat thu muc cho phép nguoi dung chinh sira cac cai dat nhu:
- Bat/tat chtrc nang “Ap dung OCR cho hinh anh (jpg, png)”
- Chinh sira cai dat “Ap dung ma hoa tap tin PDF va Microsoft Office”

Sau khi chinh stra xong, ngudi ding bdm vao nat “LUU” dé luu lai. Tuong tu nhu
phan chinh stra cai dat ctia thu muc goc, phan cap nhat sé duogc ap dung cho cac tap tin co
trong thu muc, chir khong ap dung cho cac thu muc hién co.
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Sau khi luu phan chinh sira xong, ngudi diing bdm vao nat “QUAY LAI” dé dong pop-
up.

g. Chia sé thw muc:

Chure nang chia sé thu myc chi cho phép thanh vién la Chu du an hoic thanh vién la
Bién tap vién mai co quyén thuc hién.

Nguoi ding c6 thé bAm chudt phai vao thu muc va chon “Chia sé”, hoic bim vao biéu
tuong % dbi vai cac thanh vién 1a Bién tap vién dwoc mai vao du an.

Tuong tu nhu tao lién két chia sé du an, nguoi dung c6 thé chon ngay hét han dé gioi
han thoi gian truy cap vao lién ket cua cac doi tac/khach hang dugc chia s¢ va thiet 1ap mat
khau dé truy cap vao lién két.

Ngoai ra ngudi dung con c6 thé

- Cai dat Cho phép/ Khong cho phép nguoi duoc chia sé tai xung cac tai liéu. Néu
khéng mudn cho phép ho tai tap tin, ngudi diung bé chon khoi 6 “Cho phép tai tap tin”.

- Cai dat Cho phép/ Khdng cho phép nguoi dugc chia sé xem cac tai liéu cong khai.
Khi nguoi dung chon vao & “Cho phép xem cong khai”, ngudi dugc chia sé lién két sé
duoc xem truc tuyén cac tai liéu ¢ ma hoa co trong du an ma khéng can nhap ma PIN dé
xac thuc. (Khéng ap dung cho truong hop xem ngoai tuyén)

CHI TIET DU AN

Tat Ca Dy An

B ok # Biiten 12:00 P b
.“‘ﬁ.
© 09/28/2018 11:37:21 3

huyén dén
EY oocuments

ok Taitdp tin vé dudi dang ZIP
@ Hogo viewet - 354.7 KiB e
@ Shin-cau Elob Chia s& 12/20/2018 12:55:04 - 10.0 MiB < aue
o Supporting slides QR1.pptx 10/08/2018 15:15:25 - 426.8 KiB G’ él Ll €
@ paf1 pdf 10/08/2018 15:15:23 - 354.7 KIB 5} él Ll €

Sau d6, badm vao “TAO LIEN KET” dé tao lién két.
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Chia Sé Lién Két

HET HAN
mm/dd }'}'}'}'

THIET LAP MAT KHAU

CAI DAT

Cho phép tai tap tin

Cho phép xem cong khai

TAD LIEN KET

A

O day ngudi dung c6 thé nhap cac dia chi email mudn chia sé lién két vao 6 “E-mail”,
cling nhu cai dat ngay hét han tai liéu, cap quyén in/chinh stra cho céc tai liéu da dugc méa
hoéa cé trong thu muc.

- Phﬁn cai dat chia s¢ tai li¢u s€ chi &p dung cho cac dia chi e-mail dugc chia sé lién
két, KHONG &p dung cho céc thanh vién dugc moi vao trong thu muc do.

LIEN KET URL
hitps.//drive_gtsc.com.vn/#view-link/0/cagob42a7967498Mm0ac0b3418c4e222

LIEN KET NHUNG
ziframe src="https.//drive gtsc_com.vn/#iview-link/0/cadobd42aT967498b0ae0b34

GU1 LIEN KET
Email

abc@agmail.com Wyz@yahoo.com ﬂ
Ngay hét han tai ligu Hour Minute

mm/ddfyyyy 23 - 55 -
Mai Gier

(GMT -5:00) Gi¢r Mi&n Béng (Hoa Ky & Canada), Bogota, Lima -

Cd thé in

Cd thé chinh sira

Tin nhén
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Sau khi cai dat xong phan chia s¢, ngudi diing bam vao nat “XONG” dé hoan thanh
chia sé lién ket.

4. Lam viéc véi tap tin

a. Ma hoa tap tin (DMR):

Chtrc nang nay cho phép ma hoa cac tap tin c6 dinh dang PDF, DOCX, XLSX va

PPTX béng cach sir dung cong ngh¢ Quan Iy Quyén K§ thuat sé (DRM) véi Chuan An
ninh Cao cap (AES) d¢ tat ca noi dung tap tin sé dugc ma hoa va luu trit trén dam may.

C4c tap tin duoc ma hoa sé& chi cho phép nhimg thanh vién dugc chia sé méi co thé
xem dugc(bao gom thanh vién dugc moi va thanh vién dugc chia sé lién két).

M4 hoa tap tin:

- Ngudi ding c6 thé nhap chudt vao biéu trong 0. & mdi tap tin hoic nhap chuot
phai vao tap tin sau d6 chon “Béo V& (DRM)”

CHI TIET DY AN

Tt Ca D An

Hign thi it liéu

Demo 8.xlsx (ese

B Folder 2 Editor 10:10:49 AM EEE 2 ltems F-)
B Folder 1 Editor 10:08:57 AM [ chi sé hivu | 3 Items &
€ oo 10:06:43 AM - 8.4 KB Ol O
@ Baové ORM)
e Demol oy Taixubng 1A ) o e Iﬂog
Demo { 4 Béiten 10-06:42 AM - 137KB I -
© chuyén aén
[E xemtructuyén - !
@ cioé
@ saocnép
% Chizsé

- Pop-up Cai dit DRM s& duoc hién thi, & diy ngudoi ding cé thé chon ngay hét han
xem tap tin, quyén lam viéc vai tap tin do : Co thé in va chinh sua.
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Cai dat DEM

NGAY HET HAN TAI LIEU

Vd théi han
0 Cai dat ngay hét han
Ngay hét han tai liéu Gidr
09/21/2018 23
Mui Gior

(GMT +7:00) Bangkok, Ha Ngi, Jakarta

CO THE IN

@

Phit

o5 hd

Co thé in

CO THE CHINH SUA

Cd thé chinh sira

@

- Nguoi dung ciing c6 thé chon ma hoa tat ca cac tap tin trong thu muc bang cach
chon “Ap dung ma hoa tap tin PDF va Microsoft Office” cho thu muc do.

Xem thong tin cai dait DRM

- Sau khi tap tin da dugc mi hoa, dé xem thong tin cai dat DRM cua tap tin, ngudi

dung nhap chudt vao biéu tuong B
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Supporting slides QR1_ppix

Théng T... Thao Luén Caibat ...

NGAY HET HAN TAI LIEU
W thévi han
@ Cai dat ngay hét han

Ngay hét han tai liéu

09/21/2018
Gidr Phut
23 - 55 -
Miii Gics
(GMT +7:00) Bangkok, Ha Nai, Jakarta -
CO THE IN
Cé thé in

CO THE CHINH SUA

Cd thé chinh sira

- O phan cai it DRM : Nguoi ding c6 thé chinh sira Ngay hét han cua tai liéu, quyén
in, chinh stra tai liéu. Ngoai ra nguoi dung ciing c¢6 thé vo hiéu hoa DRM (hily boé ma hoa
tap tin) bang cach nhap chudt vao nat “VO HIEU HOA DRM” . Sau khi tap tin dugc v
hiéu héa DRM thanh cong sé trg thanh mot tap tin binh thuong, nguoi ding van c6 thé ma
hoa tap tin d6 1an nia.

- Dbi voi tap tin Office duogc cai dit “Khong thé chinh sira”, chirc ning “Luu” cta tap
tin s& bi vo hiéu hoa va nguoi ding s& khdng thé chinh sira tap tin khi mé tap tin.
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Info

80df60f8a7e84144ba022ed7d8469a49 14554849 1. nci

C: » Users » nitpc » AppData » Roaming » HoGoAddIn.2.02 » Excel

4
4

Protect Workbook
./‘ # A password is required to open this workbook.
Protect
Workbook ~
A Inspect Workbook
b 2 Before publishing this file, be aware that it contains:
Check for Document properties and absolute path
Issues ~

Content that people with disabilities find difficult to read

- Péi véi tap tin Office/PDF dugc cai dat “Khong thé in”, chirc ning in cia tap tin s&
bi vo hiéu hoa va ngudi dung khdng thé chon in tap tin.

Tap tin Office:

Info

80df60f8a7e84144ba022ed7d8469a49 14554849 1. n<1

C: » Users » nitpc » AppData » Roaming » HoGoAddIn.2.02 » Excel

Protect Workbook
.’ # A password is required to open this workbook,
Protect
Workbook ~
5B Inspect Workbook
=] Before publishing this file, be aware that it contains:
Check for Document properties and absolute path
Issues ~

Content that people with disabilities find difficult to read

Tap tin PDF:
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= Editor2.pdf (SECURED) - Adobe Acrobat Reader DC
File Edit View Window Help

Home

@

QO ®

Tools Editor2.pdf (SECUR. %
s o [ 3
B QOO 2 N ®O® - BB M
Bhutan =% bitan Greece F1,
Bolivia HRUET boribia Grenada A1
Bosnia and PR “ . | bosuma Guatemala P
Herzegovina RA=7 ANy zdEF herutsegobina Guinea *:
Botswana Ko+ botsuwana Guinea-Bissau F:
Brazil TS burajiru Guyana H-
Brunei FIxA burune: Haiti AY
Bulgaria ZIHIT burugaria Honduras A
Burkina Faso FIFF-TFY burukina faso Hungary AW
Burundi T burunji Iceland T4
Cambaodia hrRST kanbojia India >
Cameroon AA)N— kamerin Indonesia A%
Canada hF¥ kanada Iran A3
Cape Verde H—FR~IT kapoberude Iraq A=
Central African . Ireland T4
I —_—
Republic FRTIUA chud afurika Tsracl g
had Fwk rhadn Italv AA

- Dbi vai tap tin duoc cai dat ngay hét han xem tap tin, khi dén ngay hét han tap tin

sé khong

thé xem duoc nira.

- Khi nguoi dung ma tap tin véi dia chi e-mail khéng phai la thanh vién c6 trong du
an (Bién tap vién/ Nguoi dung/ Nguoi xem) hoac e-mail khong dugc chia sé tap tin, thi hé
thong s€ thdng bao 161 nguoi dung khong c6 duge dang ky quyen dé xem tap tin.

Xem

e L Wioagn i koo

Lsrgraar ek Foaanad Foo Fhem - gl pddemn, B ERTE

i

théng tin tap tin:

- Phan thdng tin tap tin cho phép nguoi ding xem thong tin chi tiét caa tap tin: Tén
tap tin, kich ¢& tap tin, thoi gian cap nhat lan cuoi, va ngudoi tai 1én tap tin do.

34



Supporiing slides QR1_pptx

Théng T... Thao Ludn Caibat ...

CHI TIET
Tén Supporting slides QR1 pptx

KichC&Tép 4783 KiB

Cap NhatLan  1:41PM
Cubi

Bwoc Tao Bei Team Support

NHAN

Chon nhan =

TAO MOI NHAN
Tiéu Dé *

Mau sac *

Nhap ma mau, vi du #0000FF

hoéc chon mot

S
Ngoai ra, d6i véi thanh vién 1a Cha dy an hoac Bién tap vién, ho ciing c6 thé tao moi
nhan va chon thém nhan cho tap tin.

- Chon thém nhan cho tap tin bang cach bAm vao nat “Chon nhan”, sau d6 chon nhén
da cé trong danh sach nhan bang cdch bam chon vao tén nhan d6 va bam ra ngoai dé thém
nhén vao tap tin
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Supporting slides QR1_ppix

Théng T... Thao Luan Caibat ..

Cap NhatLan  1:41PM
Cudi

Bwoc Tao Bei© Team Support

NHAN

1 dad chon =

Tim Kiém...

. Cn-going
‘,. Done

Todo

- Tao méi nhan bang céch nhap Tiéu dé va chon Mau sic cua nhan, sau d6 bam vao
nat “LUU".

- D0 véi tap tin hinh dnh ndm trong thw muc/dy 4n duoc 4p dung OCR, théng tin cua
tap tin sé cé thém phan “METADATA”

36



2| blue_2018-09-06-10-39-42 jpg

Théng T...

CHITIET

Thao Ludn

Tén
Kich C& Tép

Céap Nhat Lan
Cudi

Bwoc Tao Boi

METADATA

blue_2018-09-06-10-39-42 jpg

18.1 KiB

09/06/2018 17:40:29

Support Team

bia chi

bia chi IP

Chup hinh lic

Phan tich
nhan

Building 8, Tdn Hung Thudn
Quén 12, Hé Chi Minh, Vietnam

127.0.01

2018-09-06 10:39:42

blue, text, logo, product, font,
product, line, area, brand,
graphics

- Hé théng s& phan tich va luu lai c4c thdng tin caa tap tin hinh anh nhu: Dia chi
(chup/tai 1én), Bia chi IP(chup/tai I&n), Thoi gian chup (Hoac thoi gian tai 1én), Phan tich
nhéan va Van ban(text) co trong hinh anh do.

b. Tai xuéng tap tin(Download):

Trong man hinh Chi Tiét Du An nhap chudt phai vao 1 tap tin sau d6 chon “Tai

Xudng”.
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CHITIET DU AN

= Duén i
TatCaDwAn
& Thannvién . .
CFoexpid OWw
& Dannba Tim kiém a
D Liensir wien i 20 ]aiiu
Demo 8.xisx (ces)
-
Bl Folder 2 Editor 10:10:49 AM [ chi =5 hiou | 2 ltems o
Bl Folder 1 Editor 10:08:57 AM EEE 3 ltems &
Q Demo § xlsx 10:06:43 AM = 8.4 KB Qe
@ Baové (DRM
Demo T 10:06:43 AM - 577KB
® owos
@ Demo 1 # péiten 10:06:42 AM - 137KB ] Ll @D
© chuyénaén
‘ m -
[E Xem tructuyén
@ ciod
@ saochép
@ Chiasé

Chi ¢6 thanh vién 1a Chu dy an, Bién tap vién va Ngudi ding méi c6 quyén tai xudng
tap tin.
c. Poi tén cia tap tin (Rename):

Tai man hinh Chi Tiét Dy An, ngudi dung nhap chudt phai vao tap tin can doi tén, sau
d6 chon nhap tén mai cho tap tin roi bam phim Enter trén ban phim dé luu lai.

CHI TIET DL AM

o

Wl Fode =3 o
. e [ 2 e & E
0 ot 0w
LF ] B ¢ 0@
& . T O

[+

[
%

d. Di chuyén tap tin (Move):

Trong man hinh Chi Tiét Dy An, nhap chudt phai vao tap tin can di chuyén va chon
“Chuyén Dén”. Nguoi dung ciing c6 thé chon nhiéu tap tin dé di chuyen bang cach giir
phim “Ctrl” va bam vao cac tap tin muon chon khac dé chon nhiéu tap tin.
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CHI TIET DY AN

TALCa D An
& Thanhvien r ==
Cheaxnd OW
& Dannba Tim kiém Q
Demo G.xsx (o=
-
B Folder 2 Editor 10:10:49 AM EEEIED 2 ltems f o
Bl Folder 1 Editor 10:08:57 AM ["chi 5 hisu | 3 ltems o
€ Demogisx 10:06:43 AM = 84KB Qe
& Biové (ORM)
Q Demo 7 10:06:43 AM - 57TKB
oy Taixuéng e Iﬂﬂg
@ Demo 12 piiten 10:-06:42 AM - 137KB O il O
1 B
@ sz0chép
S chias

Chon thu muc muén chuyén dén bang cach bam chon vao tén thu muc, sau d6 bam
vao nat “DI CHUYEN THU MUC” dé di chuyén.

Di chuyén cac muc da chon 'Search keyword report xlsx

mw Demo

kB Guideline documents

» @l video Guideline

DI CHUYEN THWF MUC

Ngoai ra ngudi dung ciing cé thé chon va kéo tha tap tin dé di chuyén tap tin d6

Déi vai thanh vién chi dugc mai vao thu muyc trong du an, ho chi c¢d thé di chuyén céc
tap tin vao cac thu muc ma ho dugc moi vao.

e. Xem tap tin truc tuyén (View Online):
Tap tin Office & PDF

- Trong man hinh Chi Tiét Dy An, chuét phai vao 1 tap tin sau d6 chon “Xem Truc
Tuyén”.
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CHI TIET DU AN

= Duin
TAtCA Dy An
48 Thannvien . a
Coex2gidOW®
& Dannba Tim kiém Q
Demo 8.xisx (es)
-

Bl Folder 2 Editor 10:10:49 AM [ chi 56 hiv | 2 ltems &

Bl Folder 1 Editor 10-08:57 AM [ Chi s now | 3 tems o E

€ Dermosuisx 10:06:43 AM = 84KB O LuOS

@ Baové (DRM
Demo 7 10:06:43 AM - 57.7KB
G & Taixudng © Ll @ &3
@ Demo 1 # 3itén 10:06:42 AM - 13TKB s} Ll @S

© Chuyén aén

|
o coos

Sao chép

@ Chiasé

Sau khi chon Xem tryc tuyén tap tin s& duoc mo 1én
Dbi voéi tap tin chua dugc ma hoa:

TAI LIEU HUONG DAN SUDUNG HE THONG DRIVE

L. GIOI THIEU

Téi lidu ndy md ta nhimg chirc ndng co ban va khai niém cd san trong Hé thing
drive (Phién ban Beta).

Hé thong drive 13 nén ting chia sé vit luu Y tip tin dua trén nén ting ddm méy, cho
phép tsinh vién wong nhom hop tic 62 ding vi bdo mér,

Thanh vién trong nhoém cd the tai tdp tin lén H¢ théng drive tir may tinh cia ho,
thiet bi di djng. hode dich vy dim miy nhur ka Box, Drop. Trong tuong lai, H¢ thong
drive s ké hop vai Microsoft Office 365 va Googles Docs dé hd trg nhimg tip tin hop
tic thit sy 16¢ hom.

Phién ban hién tai ho trg nhimg chire ning sau:

< Quan Ly dyr an.

- Quan Iy thur myc.

- Tai tp tin 1én tir mdy tinh, dich vy dim mdy (Box, Dropbox).

- Néu mudn phéng to tap tin nguoi dung chon (+)
- Néu mudn thu nho tap tin ngudi dung chon (-)

- Néu muén dong tap tin khdng xem truc tuyén nita ngudi ding chon (x) bén phai
trén cung man hinh

Déi voi tap tin dd dwoc ma hoa:
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B by e, g it g 8 P g B B b ek g

- Nguoi dung c6 thé nhap dap chudt vao giita man hinh?dé phong to man hinh, va
nhap dup vao dé thu nhoé man hinh.Hoac nguoi dung ciing cé thé dung chuét gitra dé phong
to/thu nho.

- Dé dong tap tin, ngudi ding nhap vao biéu tuong (X) & bén phai man hinh.

Xem dudi dang Panorama 360 (png & jpg):

- Dbi vai tap tin hinh anh, hé théng hé tro thém chire ning xem dudi dang Panorama
360.

- Nguoi dung bam chudt phai vao tap tin hinh anh muén xem,sau d6 chon “Xem dudi
dang Panorama 360”.

- Tap tin hinh anh s& duogc hién thi duéi dang Panorama 360.

|24 | 0ab10343-24b0-4fbe 9ed5-d227e2d30546 jpeg

f. Xoa tap tin (Remove):
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Dé x0a tap tin hay thu muc, ngudi dung nhap chudt phai vao tap tin can x6a va chon
“G& Bo”, sau do bAm vao “CHAP NHAN” dé x4c nhan x6a tap tin.

CHI TIET DU AN

—_— C .' - rE‘J m |:__3 ‘: R:’
[+}
o = &
@ s u L : P ue
L # o ' o [l &
© crpkns - a®uo
% IO

Nguoi dung ciing c6 thé x6a nhiéu tap tin cung Iic bang cach giit phim “Ctrl” va bam
vao cac tap tin khac @€ chon nhiéu tap tin:

- Sau khi x6a, cac thanh vién da duoc chia sé tap tin hoac cac thanh vién dugc moi sé
khong thé m¢ lai tap tin, néu cac tap tin bi xda la cac tap tin da ma hoa.

|

- Tap tin sau khi bi x6a s& chi bi an, nguoi ding c6 thé bam vao biéu tugng “ = ” dé

hién thi cac tap tin da bj an.

CHI TIET DL AN

= | s b P o

k , o o : 14T A 2 | 6
aFue
D@ o
- JRTY:

Nguoi dung c6 thé chon “Khéi phuc” hoic “G& bo vinh vién” dbi voi cac tap tin da bi
xba:
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- Khoi phgc: Khi chon khoi phuc, tap tin sé dugc khoi phuc lai va ty dong méa hda
neu tap tin d6 nam trong thu muc dugc cai dat “Ap dung ma hoa tap tin PDF va Microsoft
Office”, néu khong tap tin sé duogc gitr nguyén cai dat nhu ban dau.

- G& bo vinh vién: Sau khi c4c tap tin bj g& b3 vinh vién, chling s& bién mat hoan toan
va khong thé khéi phuc lai.

g. Chia sé tap tin (Share):

Tir chi tiét du 4n nguoi ding nhap chudt phai vao tap tin mudn chia s, sau do chon
“Chia s¢” . Nguoi dung cd the chon chia s¢ nhicu tap tin bang cach gitt phim “Ctrl” sau do
bam vao nhirng tap tin muon chia sé.

Qua trinh chia sé tap tin cling trong tu nhu qua trinh chia sé du an.

o Lo
dy i & L.l O
8o
" & & O

- N5

©@rQOHN

- Sau khi chon Chia sé, mot pop-up cai dat chia sé hién thi, & day nguoi dung c6 thé
xét ngay hét han cua lién két ciing nhu mat khau dé truy cap vao lién két. Ngoai ra nguoi
ding con c6 thé cai dat cho phép khach hang duoc chia sé c6 dugc phép tai tap tin hay
khong. Bé cho phép chia sé nguoi ding chon vao check box “Cho phép tai tap tin”, néu
khéng mudn cho phép ho tai tap tin, ngudi ding khong chon vao check box “Cho phép tai
tap tin”.

- Sau khi cai dat xong, ngudi ding bam vao “TAO LIEN KET”.
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Chia Sé Lién Két

HET HAN

mm/ddiyyyy

THIET LAP MAT KHAU

CAI BAT
Cho phép tai tap tin
Cheo phép xem cdng khai

TAO LIEN KET

- Sau khi tao lién két xong, pop-up sé chuyén sang phan cai dat tap tin.

LIEN KET URL
https:/idrive_gtsc_com.vn/#iview-link/0/ca8ob42a79674980ac0b34f8c 42222

LIEN KET NHUNG
<iframe src="hitps://drive gtsc_com.vn/#view-link/0/ca89b42a7967498M0as0b34

GUI LIEN KET

Email

abc@gmail.com ¥yzZ@Eyahoo.com E

Ngay hét han tai liéu Hour Minute

mm/ddfyyyy 23 - 55 -
Muai Gide
(GMT -5:00) Gi& Mién Bong (Hoa Ky & Canada), Bogota, Lima -
Cé thé in
Cé thé chinh sira

Tin nhén

- O day, nguoi dung nhap dia chi e-mail mudn chia sé vao 6 “E-mail”, sau dé enter.
Nguoi dung co thé chia s¢ cho nhic¢u dia chi e-mail néu muon; Doi vai mot dia chi e-mail
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méi hoan toan, chua dugc chia sé trude do, e-mail d6 s& duoc ty dong luu vao phan danh
sach Danh Ba ca nhan.

- Hoic chon nhém Danh Ba da c6 sin dé chia sé, bang cach bim vao biéu tuong

E » va chon nhom Danh Ba, sau d6 bim vao nat “Chap Nhan”

CHON NHOM DANH BA

S lién hé -

Ak

Tén nhom danh ba

ALIBABA 4

DEV 2

‘|-
CHAP NHAN

Déi vai c4c tap tin dd duge ma hoa, ngudi ding co thé cai dat :
- Phén cai dat ngay hét han tai liéu va quyén in, chinh sta tai liéu, s& ap dung cho tat
ca cac tai liéu (da ma hoa) dugc chon dé chia sé vai cac dia chi e-mail duogc chia sé.

- Phan tin nhan: cho phép ngudi ding nhap tin nhin thong bao dén cac e-mail duoc
chia s¢.

Sau khi cai dit xong, ngudi dung bAm vao “XONG” dé hoan thanh chia sé. Néu nguoi
ding bam vao “XOA”, lién két s€ bi x6a va khong dugc chia sé.

Sau khi chia sé thanh cong, cac dia chi e-mail duoc chia s¢ s¢ nhan dugc mét email
chtra lién ket toi trang tai vé cac tap tin, kem theo mat khau truy cap vao lién két va tin
nhan (néu co).

h. Binh luan (Comment):

Phan binh luan caa mdi tap tin cho phép ngudi ding c6 thé thém cac binh luan vao mdi
tap tin, cling nhu chat truc tiep trén cac tap tin véi cac thanh vién ¢ trong du an.
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A A N\ A by A . N\ N A A \ - 2 . ~
beé thém binh luan vao tap tin, nguoi dung nhap chudt vao biéu tuong « = » bén canh
moi tap tin.
Nhap binh luan ctua nguoi dung vao va nhan nit “Pang”.

Nguoi ding ciing c¢6 thé gin thé thanh vién khac c6 trong dy an vao phan binh luan,
bang cac gd “@” sau d6 chon thanh vién muon gan thé vao binh luan.

Thong T... Thao Luan Caibat ...

BINH LUAN
@l

Huyen Mguyen

TAT CA BINH LUAN

KNS "N Huyen Nguyen

Vang a

319 PV I

moi ngurdi doc qua t3i liéu nay cho budi
hop ngay mai nhéll

x

KN NSl Huyen Nguyen

hello

3:17 PM

hi [@TAat C3]

Khi mot thanh vién duoc gan thé vao binh luan, ho s& nhan dugc mot email théng bao.

Nguoi dung ciing c6 thé gin thé tat ca thanh vién co trong du an bang cach go @ all,
khi d¢ tat ca thanh vién trong du 4n déu sé nhan dugc théng bao qua e-mail.

Phan binh luan trén mdi tap tin s& dugc cong khai, tat ca céc thanh vién c6 trong du an
deu co6 thé xem cling nhu dang binh luan.

i. Gan/Xoa nhén vao tap tin (Add/Remove Label):
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Chtic ning nay chi cho phép Chu dy 4n/Bién tap vién cd thé gan/xda nhan vao tap tin.

Thanh vién trong dy an la Nguoi dung (Viewer) va Nguoi xem (Previewer) chi co
quyén xem cac nhin dd duoc gan vao tap tin, ho khdng c6 quyén thém/xda nhan ra khoi
tap tin.

Pé gan nhan vao tap tin, nguoi dung (Chu dy 4n/Bién tap vién) bam vao biéu tuong «

. \ X A . y X A . A . - A At N A H
“» & mi tap tin sau d6 chon phan “Thong Tin Tap Tin” , hoac bam doi vao tap tin.

- Bam vao nlt Chon Nhin dé hién thi danh sach Nhan c6 trong dy &n ctia nguoi ding
Chon Nhén bing cach bAm vao Nhin do, sau d6 bam ra ngoai.

Search keyword report xlsx Search keyword report xlsx Search keyword report xlsx

Théng T... Thao Luin Caibat Thong T. Thao Luan Caibat ... Théng T... Thao Luin Caibat
CHITIET CHI TIET CHITIET
Tén Search keyword report xlsx Tén  Search keyword report xlsx Tén  Search keyword report xlsx
Kich C&#Tép 29.7 KiB Kich C& Tép  29.7 KiB Kich C&#Tép 29.7 KiB
Cép Nhat Ldn  Feb 06, 2018 16:17 PM Cép MhatLan  Feb 06, 2018 16:17 PM CapNhatLdn  Feb 06, 2018 16:17 PM
Cudi Cudi Cudi
NHAN NHAN NHAN

14d& chon ~ 1 d4 chon -

| .’. Qn-progress
. Done
. To Do

- Pé x6a nhan khoi tap tin, ngudoi ding c6 thé bAm vao Nhin da chon mot lan nita dé
bo chon Nhén sau d6 bam ra ngoai dé luu.

j. B&o céo chi tiét tap tin (Report):

Phan bé&o c4o cua tap tin cho phép nguoi ding cé thé theo dbi thong ké tap tin.

Pé mé man hinh Béo céo chi tiét cua tap tin, nguoi ding nhap chudt vao biéu tuong «
il & mai tap tin.
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CHI TIET DU AN

T4t Ca Du An

= 2pid OO
Q
-

B o 09/28/2018 16:11:28 [ Chi & hiu | i o

E% Documents m ¢
(X) snin-cau bé b chi-p4 pat 1212012018 12:55:04 - 10.0 MiB e

o Supporling slides GR1.ppix 10/08/2018 15:15:25 - 426.8 KIB e

@ partpor 10/08/2018 15:15:23 - 354.7 KIB e

o Operation Sheel (Tesi and . 10/08/2018 15:15:22 - 31.3KiB a g'

(%) Hogo viewer check pat 10/08/2018 1515:21 - 3547 KIB e

® - 10/08/2018 15:15:21 - 113.1 KiB T

Man hinh béo céo chi tiét cua tap tin s& duoc hién thi, & day s& dugc chia thanh hai loai
béo céo : Bao cao cua nhirng tap tin chua dugc mé hda va cua nhirng tap tin da dugc ma
hoa.

Nguoi dung cé thé xem bao céo theo thoi gian bat dau va két thiic cua tap tin d6 bang
cach chon thoi gian va nhan vao nit “TAO BAO CAO” & man hinh b&o cao ciia moi tap
tin.

Poi véi nhirng tap tin chwa dwoc Ma Hoa (IRM):

’ Déi vai nhitng tap tin chua duoc ma hoa, hé théng cho phép theo ddi “Sé luot tai v&”,
“So lugt xem” theo ngay bat dau va ngay ket thac.
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Bao Cao Chi Tiét

Tét Ca Dw An > Check nolify transfer > ChiaSeFile2.png

Ngdy Bét Béu Ngay Két Thuc
& =
£

2018/05/18 2018/05/18
M gt tai v@

Highcharts.com

Ll sb Irot xem: (2]

05

2018/05/18 2018/05/18

I s6 gt xem
Highcharts.com

Ngay gio - Bia chi IP * Loai E
201810518 120.72.109.178 m

2018105118 120.72.109.178

2018/05M18 120.72.109.178

2018/05/18 120.72.109.178 m

<< >>

Ngudi ding ciing c¢6 thé xem dia chi IP va thoi gian tap tin duoc xem hoic duoc tai vé.

Péi véi nhirng tap tin da dwoc Ma Héa (IRM)

Déi véi tap tin dd duoc ma héa (IRM), phan bao céo s& duogc chia thanh hai phan Ia:
Theo ddi Noi bo nhdom (Céc thanh vién trong du an) va Theo dbi bén ngoai nhom (Céc
thanh vién bén ngoai dugc chia s€ lién két)

Theo d&i noi bd nhdm: s& hién thi cac bao cao chi tiét cua cac thanh vién dugc moi
vao trong du an
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- Phan Théng ké truy cap s& hién thi tat ca cac dia chi e-mail cua cac thanh vién trong
du an d6 va so lugt mo cua moi thanh vién (néu thanh vién d6 da mo) .

Andioed 0.0%

s B0 %

Undeteciates: 0.0%

Window: 100.0%

B

- Phan Tong thoi gian truy cap s& hien thi s lan da truy cap (42 md tap tin) va h¢ dieu
hanh ma thanh vién dung dé m¢ tp tin d6 (Windows, 10S, Android, MAC va cac h¢ dicu
hanh khac ), dugc hién thi theo ti 1€ %.

- Tiép theo la phan théng ké lugt xem truc tuyén va luot tai vé tap tin cua tit ca cac
thanh vién, bao gom Thai gian (ngay gio), dia chi IP ciia moi hoat dong
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- Phan cudi cling cua béo c&o s& hién thi nhirg thanh vién da mo tap tin véi nhiing
thong tin chi tiét: Dia chi e-mail, trang thai truy cap (42 mo/chua mo), thoi gian mo lan
Ccuoi cung, va dia chi IP da mo tap tin.

Theo dai bén ngoai nhém : S& hién thi cac bao céo cua cac thanh vién khong nam trong
du an, ma duogc cac thanh vién trong du an chia sé lién két (xem tap tin):

- Phan Théng ke truy cap sé& hién thi tit ca cac dia chi e-mail bén ngoai da dugc chia
sé lién két va so lugt ma tai liéu ctia moi dia chi e-mail @6 (néu da mo).

- Phan Tong thoi gian truy cap s& hien thi 6 lan da truy cap (42 md tap tin) va hé dieu
hanh ma ho dung dé m¢ tap tin d6 (Windows, I10S, Android, MAC va cac hé di¢u hanh
khac), dugc hién thi theo ti 1€ %.

Bao Cao Chi Tiét

T4t Ca Dv An > Office Add-in 2 > PDF >

Ngay Két Thac

11/23/2018 =] TAO BAO CAO

N
m

Android: 0.0%
i05:0.0%
Mac: 0.0%

Undetectable: 0.0%

Window: 100.0%

Thanh vién - Trang thai mé Lan cudimo Dia chiip

<]

~H

-~ Phan cudi cling cua béo céo s hién thi bao c4o chi tiét nhing dia chi e-mail d& m¢
tap tin vai nhitng théng tin chi tiét : Dia chi e-mail, trang théi truy cap (da mo/ chua mo),
thoi gian mé lan cudi cung, va dia chi IP da mao tap tin.

- Ngoai ra con c6 thém mot chirc ning nita d6 1a Xo6a quyén truy cap/thu hdi quyén
truy cap (Huy bo) cua mot dia chi e-mail nao do.
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ot V6i chie nang Hay bo, nguoi dung la Chu so hfru hoac Bién tap vién cd thé xoa
quyen truy cap cua mot ai do ra khoi tap tin, sau khi quyen truy cap bi x6a bo, ho s& khdng
thé xem tap tin dugc nira du da mao tap tin tu trude do.

+ D¢ x6a quyén truy cap clia ngudi duoc chia sé tap tin, nguoi dung bam vao nut
“Huy bo” ¢ dia chi e-mail d6, sau d6 bam vao nat “CHAP NHAN” dé xoa

Huy b6 nguwéri ding

Neu ngurdi ding nay bi xéa, anh ay/co ay khdng thé mé file nay lan nira. Ban cé chac rang

minh muén x6a ngwdi dung nay?
CHAP NHAN

+ Sau khi bi x6a quyén truy cap, dia chi e-mail cua ho s& bi x6a khoi danh sach va
cac thong ké ciing khdng con duoc hién thi

k. Quan ly phién ban tap tin (File version):

Chtrc nang nay cho phép nguai dung quan ly lich st c&c phién ban cua tap tin(khdng
ma hoéa) trong du an/thu muc.

Khi mét tap tin méi duoc tai 1€n cung tén vai mot tap tin cli da duoc tai 1én trudc
do(cung thu myc), ching sé duogc cap nhat phién ban maéi nhat, ngudi dung cé the xem lai
lich str cac phién ban cua tap tin cling nhu thay doi phién ban cua tap tin do.

Dé xem lich st cac phién ban cua tap tin, nguoi ding bam vao biéu twong phién ban
chir “V” trén moi tap tin

|

CHI TIET DL AN
sl WU W NCEOR
0 2 peo{ D] @ @ Ll
@ & @

Phan lich sir phién ban cua tap tin s& duoc hién thi.
O day, ngudi dung co6 thé xem thong tin thoi gian tai 18n caa mdi phién ban va ai la
nguoi tai 1én phién ban do.
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LICH 3IF SUPA BOI

Hién tai
Mations._pdf
Tai 1én ngay September 24, 2018 9:54:09
AM b&i Huyen Nguyen
Mations. pdf
Tai |&én ngay September 24, 2015 9:42:08
AM bd&i Support Team
Mations.pdf
Tai |&n ngay September 24, 2018 9:42:00
AM b&i Support Team
Mations. pdf
Tai 1&n ngay September 21, 2018 6:09:12
PM b&i Support Team

Nguoi dung ciing c6 thé thay thé phién ban hién tai bang cac phién ban khac, tai xudng
hoac x0a cac phién ban khéng can thiét.

- Thay thé phién ban : BAm chudt vao nat “Lui vé&” caa phién ban mudn lam phién
ban hién tai.

- Xoda: X6a phién ban khdng can thiét bang cach bam vao nit “X6a” & phién ban do.
Doi vai phién ban dang la phién ban hién tai thi nguoi dung khong thé xoa.

- Tai xuéng: Bam vao nat “Tai xudng” & mdi phién ban dé tai xuéng phién ban do.

Dbi vai chic nang quan ly phién ban tap tin, chi thanh vién la nguoi tai 1én tap tin ¢

phién ban dau tién méi c6 quyén quan ly. Cac thanh vién tai Ién phién ban khac sé khong
c6 quyén truy cap phan lich sir ciing nhu quan ly phién ban cua tap tin d6

Khi thanh vién khdng phai la ngudi tai 1én phién ban dau tién cua tap tin xem phan lich
str phién ban tap tin, hé thong sé& hién thi théng bao 16i va khdng cho phép ho truy cap.
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LICH SUF SOFA B0

Ban khbng cb quydn truy elp vio Hang ndy,

5. Quan ly nhan (Manage Label)

Chure nédng quan ly Nhan cho phép cac thanh vién trong du an 1a Chu s¢ huu (Owner)
va Bién tap vién (Editor) co the tao nhan va phan loai cac tai liéu trong dy an theo nhan;
Nhan co6 thé la cac trang thai, loai tai li¢u... ma nguoi dung cé thé dung dé phén loai cac
tai ligu trong du an do. Giap nguoi dung dé dang hon trong viéc quan ly, phan loai cac tai
liéu cling nhu giup cho thao tac tim kiem nhanh chéng hon

a. Tao nhan (Create Label):
Churc nang nay chi cho phép thanh vién Ia Chua cua du an (Owner) va Bién tap vién
(Editor) mai o quyen tao nhén.

Dé tao Nhan trong du 4n, ngudi ding bam vao biéu tuong « © . trong man hinh Chi
tiet du an.
Bam vao nat “Thém M&i” dé di dén man hinh Tao méi nhan.

DANH SACH NHAN

QUAY VE | THEM M1

Tiéu Dé Mé Ta Ngay Tao Thipc Hién
2018/02/06 16:24:16 @ W
@ 2018/02/06 16:26:45 @ oW

~ Nhép ddy du thong tin cua Nhan: Tiéu dé, M0 ta, Mau sdc; Sau do bam vao nat Luu
dé luu lai.
TAO MOI NHAN

Tiéu D& Méu séc

To Do #127209 .

Mé ta hodc chon mét

A

Nhin sau khi duoc tao thanh cong s& duoc luu vao danh sach Nhén, ngudi ding cd thé
chinh stra hoac x6a nhéan ra khoi danh sach
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DANH SACH NHAN

QUAY VE | IRIZISTETTe]]

Tiéu D& M6 Ta Ngéy Tao Thwe Hién

2018/05/18 16:05:56 @ mw
@ 2018/05/18 16:06:01 E w

2018/05/18 16:06:08 & w

b. Chinh sira nhan (Edit Label):
&

Dé chinh stra Nhan, nguoi ding bam vao biéu tuong “ = & mdi Nhan.

DANH SACH NHAN

elILNAVSI THEM MO

Tiéu Dé Mé& Ta Ngay Tao Thwc Hién
2018/02/06 16-24:16 Ty
@ 2018/02/06 16:26:45 & mw
@ 2018/02/06 17-58:06 & mw

Chinh stra thdng tin ciia Nhén, sau d6 bam vao nat Luu dé luu lai

Tiéu Dé Mau sdc
On-progress #dc166a .
Mé ta hodc chon mét

A

c. X6a nhén (Delete Label):

Dé x6a Nhan, nguoi dung bdm vao biéu tuong W, & mdi nhin, sau d6 bam n{t
Delete dé x0a

Xoé nhan

Ban cé chic mudn xoa nhin nay?
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6. Quan ly lién két chia sé (manage link)

Cac lién két sau khi duoc chia sé boi cac thanh vién (Cha du an/Bién tap vién) trong
du an/thu muc s€ duoc luu vao phan “Quan Ly Lién Ké&t”

-

Pé xem cac lién két da chia s¢, nguoi dung bam vao biéu tuong & man hinh Chi

Tiét Dy An
CHI TIET DL AN

Tét Ca Dy An

o i 213 PM 0
rl‘\.

u Documents 11234 A

Man hinh Danh Sach Lién Két s& hién thi tat ca cac lién két da duoc chia sé trong du
an do.

O man hinh nay, ngudi dung c6 thé xem céac thong tin nhu: Loai lién két, Pia chi
email thanh vién d3 chia sé lién két, Ngay chia sé,...

DANH SACH IEM KET

Dé xem chi tiét cua lién két nao, ngudi dung c6 thé bim vao bidu twong “ * cua
lién két do.

a. Chinh sira lién két

Nguoi dung bdm vao biéu twong “F » cua lién két & man hinh Danh Sach Lién Két
dé ma man hinh Chi Tiét Lién Két
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CHI TIET LIEN KET

NH SLUFA NG d KE
E dan Logi
hitps Napp ﬂ Thix MR
1] o hilr KLyt
Nginen Hupsh u
Mgy L i ha
04122003 ey
b r 1]
LS Fad - 84 -
(¥ ]
{GMT +7:00) Banglok, Hi N, Jaicrta -
JANH SACH QC %
G . " — " 8 | REETTE
[ JE. ' N
JANH SAC I FCXC 45
Tin & Ho & EHa Chs Email & Hgay Teo -

Trong man hinh Chi Tiét Lién Két, nguoi dung cé thé xem duoc cac thdng tin chi tiét
cua lién két d6, nhu: Puong dan lién két, Nguoi chia s¢, Ngay chia sé, Mat khau cua lién
két, Thoi gian hét han cua lién két,...

A =R . A A 5 A A ot \ A \ =R ® A
beé hiéen thi Mat khau cua lién két, nguoi dung bam vao biéu tugng “-” bén canh
6 “Mat khau”
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Nguoi dung co thé chinh sira cac thdng tin cua lién két nhu: Mat khau cua lién két,
Thaoi gian hét han cua lién két, Quyén truy cap,...

- Dé chinh sira Mat khau cua lién két, nguoi dung nhap mat khdu méi vao 6 “Mat
khau” va bam nat “Luu” dé luu lai

A

- Pé chinh sira Ngay hét han cua lién két, ngudi dung bam vao 6 “Ngay hét han” va
chon mot ngay khac, sau do bam vao nut “Luu” dé luu lai

A

- Pé chinh sira quyén tai tai liéu, ngudi diung chon/bo chon 6 “Cho phép tai tap tin”
va bam vao nat “Luu” dé luu lai

- Pé chinh stra quyén xem tai lidu cong khai, ngudi diung chon/bod chon 6 “Cho phép
xem cong khai” va bam vao nat “Luu” dé luu lai

Da6i véi lién két chia sé co chtra cac tai lidu da dugc ma hoa, thdng tin chi tiét lién két
sé c6 thém phan cai dat tai liéu:

- Pé chinh sira Ngay hét han cua cac tai liéu dd ma hoa trong lién két, nguoi dung
bam vao 6 “Ngay hét han tai li¢u” va chon mot ngay khac, sau d6 bam vao nut “Luu” dé
luu lai

- Pé chinh stra quyén In cua cac tai liéu dd ma hoa trong lién két, ngudi dung bam
chon/bé chon 6 “Co thé in” sau d6 bam vao nut “Luu” dé€ luu lai

- Pé chinh stra quyén Chinh sira ctia cac tai liéu Office ¢ ma héa trong lién két, nguoi
dung bam chon/bo chon 6 “Co thé chinh sira” sau d6 bam vao nat “Luu” dé luu lai

Déi vai lién két chia sé la lién két chi c6 mot tai liéu chua dugc ma hoa, va cho phép
xem c6ng khai (Public View), thi nguoi dung khdng thé chinh sira cac théng tin cua lién
két do:
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Phan Danh sach tai liéu duoc chia sé cho phép ngudi dung xem danh sach tat ca cac
tai liéu da chia sé trong lién két. Nguoi dung chi duoc phép xem, khong dugc phép chinh
sua

Phan Danh sach dia chi email duoc chia sé chi xuat hién khi lién két chia sé c6 chta
c4c tai liéu da ma héa. Cho phép nguoi diung xem danh sach tat ca cac dja chi email da
dugc chia sé lién két. Nguoi dung chi dugc phép xem, khong dugc phép chinh sta

b. X6a lién két

Dé xo6a lién két da chia sé, nguoi dung bam vao biéu tuong “I” & lién két can xoa,
sau d6 bam vao nat “Chap Nhan” dé xoa lién ket do.

Xoa Lién Két

- : ry T
oan Co muon xXod lien ket nay-s

CHAP NHAN

Truong hop mudn xéa nhiéu lién két cung lac, nguoi dung bam chon vao biéu tuong “

A

” & mdi lién két mubn xoa, sau d6 bam vao nat “XOA” va bam “Chap Nhan” dé xoa
cac lién két da chon

Cac lién két sau khi bi x6a, ngudi dugc chia sé lién két s& khong thé tim thay lién két
duoc nira, dong thoi ho ciing khdng thé mo duoc cac tai liéu da ma héa ma ho da@ mo thanh
cong trude do

Do voi lién két chia sé la lién két chi co mot tai ligu chua duogc ma hoa, va cho phép
xem cong khai (Public View), thi h¢ thong sé khong thé xo6a lién két khi nguoi dung chon
xoa lién ket do. Nguoi duoc chia sé van co thé xem/tai xuong tai liéu sau khi lién ket da bi
x6a bdi nguoi dung

7. Nhwong quyén duw an (Trasnfer Owner role):
~ Chtrc néng nay chi cho phép Chu dy an méi c6 thé thuc hién; Cho phép chii du &n c6
thé nhugng quyen chi du &n sang cho mét thanh vién khac trong nhém (Thanh vién dugc
phép tao dy an):
- Pé thyc hién chic nang nay, nguoi dung di vao man hinh Chi tiét du an, sau d6 bam
vao icon Chinh stra du 4n dé di dén man hinh Chinh stra du an.

- Sau d6 bam vao nat “NHUQNG QUYEN” dé hién thi pop-up Nhuong quyén.
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CHINH SU'A DU AN (THU MUC GOC)

Tén * Sé tap tin

Demo [11]
M6 Ta $4 thanh vién
null [1]
Ngay tao

04/12/2018 15:07:32

CAI BAT DU AN (THU MUC GOC)
Ap dung OCR cho hinh anh (jpg, png)
Ap dung ma héa tap tin PDF va Microsoft Office

Théng bao

NHUONG QUYEN |

~ - Chon thanh vién d¢ nhuong quyén sau d6 bam vao nat “NHUONG QUYEN™ va
bam vao nut “CHAP NHAN” dé thuc hién nhuong quyén chu dy an.

Nhurong quyén chid di én

Nhweng quyén cho

demo@gmail.com -

- Chu dy &n méi sau khi dugce nhugng quyén sé duoc théng bao qua email.

- Sau khi nhuong quyér! chu du an cho mot thanh vién khéc, thanh vién la Chua du an
cti s€ duoc chuyén thanh quyén Bién tap vién (Editor) trong du an do.

8. Tim kiém

Chuc ning tim kiém cho phép ngudi dung tim kiém theo tén du an, tén tap tin/thu muc
hoac tim kieém va loc theo nhan doi vai cac tai liéu da duogc phén loai theo nhan.

a. Tim kiém bén ngoai dw an

O bén ngoai duy an, h¢ théng cho phép tim kiém theo tén dy an va tén tap tin. Nguoi
dung chi can nhap ndi dung tim kiém vao 6 Tim kiém, sau d6 chon tim kiém theo tén du
an hoac tén tap tin.

- Khi ngudi dung chon tim kiém theo tén du 4n, hé théng s& hién thi tat ca cac du an
6 tén trung véi ndi dung tim kiem cua nguoi dung.
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DANH SACH DLY AN

L s urment

Téim dip da % Chis s hidns % Mgy ogo » Hichodr ¢ Thanhviend Chis sa

- Khi nguoi dung chon tim kiém theo tén tap tin, hé thong s& hien thi tat ca cac dy 4n
co chira cac tap tin va thu muyc co tén trung véi ndi dung tim kiém cua nguoi dung.

DANH SACH DU AN

o]

Tén tap tin v document
Tén dw én % Cha so hiku % Ngay tao v Kichcé & Thanhviéns Chia sé
¥ HOGO - Video Guideline 10/08/2018 15:02-42 6 4 %

- n -~

CHITIET DU AN

document Q
-
B Document 10/09/2018 15:39:03 [ Chis s hi | 4 &
@ HOW TO SEND DOCUMENT ON HO... 12/14/2018 10:41:46 - 32.8 MiB g] [stil €
@ HOW TO SEND DOCUMENT ON HO. 12/14/2018 10:39:54 . 25.2 MiB & Lo
0 HOW TO SEND DOCUMENT ON HO. 12/14/2018 10:38:47 . 9.9 MiB ) & Lo
0 HOW TO VIEW ONLINE DOCUMEN... 12/14/2018 10:37:27 . 96 MiB QI
0 HOW TO OPEN PDF DOCUMENTS .. 12/14/2018 10:-36°54 - 552.0 KiB o, g] il €
0 HOW TO OPEN OFFICE DOCUMEN. . 12/14/2018 10:-36:51 - 7942 KiB @ g] [stil €

b. Tim kiém bén trong du an

Péi vai chire niang tim kiém bén trong du 4n, hé théng cho phép nguoi dung tim kiém
theo tén cua tap tin/ thu muc, va tim kiém theo nhan.

- Dé tim kiém tap tin/ thu muc, ngudi dung chi can nhap noi dung tim kiém vao &
Tim kiém, sau d6 Enter hodc bdm vao biéu twong “ 2 » dé tim kiém.
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- Hé thdng s& hién thi tit ca cac thu muc va tap tin c6 tén trang véi ndi dung tim kiém
cua nguoi dung, bao gom ca cac tap tin trong thu muc

CHITIET DU AN

DoexgdOOW

document Q
Y NHAN
hd
BR oocuments 09/28/2018 11:37:21 [ Coi sé i o o
@ Hogo viewer document. pdf 413 PM -~ 354.7 KiB ;’ g‘l Ll ©

- Pé tim kiém theo nhin, nguoi dung bdm chon vao bidu tugng  © »

va chon nhan
can tim kiém, sau d6 bam vao biéu tugng tim kiém.

CHI TIET DU AN

Tim kiém Q

T NHAN
[Tim kiém nhan... Q A

® niin 340 PM == 1 L+

- Logo 09/28/2018 11:37:21 [ i 537 hiu | 2 o

& In-progress

o oo i 413 PM - 354.7 KIB 0 — JF ;)

= Todo 1.png 313 PM - 36.8 KiB al Ll @

& Guide documents

il Gujff.fic’fpu SO X 111 313PM - 36.8 KiB &Sl O

Lo

@ Shin-cdu bé bit chi-P4.pdf 12/20/2018 12:55:04 - 10.0 MiB 0 — JF ;)

- . B S . o — -

Hé thong sé& hién thi tit ca cac tai liéu duoc gan nhan trung véi nhan ma ngudi dung
da chon dé tim kiem.
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CHI TIET DU AN

Tim kiém

YT @& Logo

text_2019-01-16-08-13-04 png 313 PM

text_2019-01-16-08-12-55.png 313 PM

CHI TIET DU AN

Tim kiém

T e Logo & In-progress

text_2019-01-16-08-13-04 png 313 PM

IV. MO TAP TIN PA PUQC MA HOA (IRM)

1. File office:

Ll €
"
S we

Déi vai tap tin co dinh dang 1a Word/Excel/Power Point, ngudi ding sé sir dung phan

mém bookend msoffice addin dé mo tap tin.

Dé tai yé tap tin, nguoi ding cd thé vao lién két duoc dinh kém san trong tap tin hoac
vao lién ket https://luutru.tphcm.gov.vn/data/office_addin.exe dé tai phan vé cai dat vao

may tinh.

Mg tap tin sau khi phan mém da duoc cai dat thanh cong:

- Budc 1: M¢ tap tin can xem va bam vao nat “Enable Editing”
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https://luutru.tphcm.gov.vn/data/office_addin.exe

Insert  Pagelayout  Formulas  Data  Review  View  Help  HaGo

@ Tell me what you want to do

v PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View.

Enable Editing

C13 - 5 ~
A | B c D | E F H J K N [~
1
This document is d. To use this d; please d load and
install the Office Add-in from the link below, close Microsoft Excel, re-open
2| this file and follow the on-screen instructions.
3| hittps://luutru.tphem.gov.vn/data/office addin.exe
4
5
6
7
8 |
9 |
10|
1]
12
13
14
15|
16|
17|
18|
12|
20|
21 |
22 -
Sheet1 Sheet2 | Sheet3 | < >
B mom - ] + 100%

- Budc 2: Nhap dia chi email vao va nhan nit “Register” (Pia chi email di dugc chia
sé tap tin)

Flease enter your E-mail address

- Budc 3: Vao dia chi email dé lay m4 PIN
- Budc 4: Nhap ma PIN vao va nhan “Submit”

Flease enter the FIM code that was just
sent to your E-mail address

| |
R

Nguoi dung chi can dang ky mot 1an duy nhat cho mét dia chi email, sau khi da
dang ky thanh c6ng, cac tap tin duoc gui cho nguoi C{l]ng (véi dia chi email da dang ky) sé
tu dong dugc mo ma khéng can phai dang ky thém lan nira.

2. File pdf:

Ddi voi tap tin co dinh dang 1a PDF, nguoi ding 6 thé sir dung phan mém Adobe
Reader dé ma tap tin.

- Budc 1: Mo tap tin PDF vira tai vé
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» Local Disk (C:) * Users » nitpc * Downloads » DEMO

Y
MName

Mations.pdf
@ Supporting slides QGR1.pptx

Date modified Type

Size

Open with Adobe Acrobat Reader DC
Open
Print

& SkyDrive Pro

[ZF Edit with Notepad++

Ea Scan with Windows Defender...

|2 Share
Open with

208 KB
438 KB

Give access to
g Add to archive...
g Add to "Nations.rar”
g Compress and email...
g Compress to "Mations.rar” and email

Restore previous versions

v

Send to

Cut
Copy

Create shortcut
Delete

Rename

EJ Adobe Acrobat Reader DC
(& Cédc Céc

@ Firefox

[5] Foxit Reader 9.2

E Google Chrome

@ Internet Explorer

E.'.] Microsoft Edge

o Opera Internet Browser
[ Word (desktop)

ﬂ Search the Store

Choose another app

Properties

- Budc 2: Nhap dia chi email, sau d6 nhan nit “Submit”

- Budc 3: Nhap mi PIN duoc guri dén dia chi email vao, sau d6 nhan nit “Submit”

Flease enter your E-mail address

Flease enter the FIM code that was just

sent to your E-mail address

R

V. QUAN LY THANH VIEN (MEMBER)

Cac thanh vién trong nhom sé& bao gom: Quan tri (Team Admin), Quan ly (Manager),
Nguoi dung (User) va Khach (Guest):

- Quan trj (Team Admin) chinh 1a ngudi ding dang ky nhom, ho s& ¢6 tat ca céc
quyeén han ¢ trong nhém, bao gom : Quan ly tat ca cac thanh vién trong nhdm, quan ly tat
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ca cac du an bao gém cac du an duoc tao boi Quan 1y (Manager) & Nguoi dung (User),
quan ly danh ba ca nhéan, lich st va bang thong ké.

Quan Ly (Manager) : La thanh vién dugc Quan tri nhom thém vao voi quyén han la
QUan ly, ho s& c6 quyén truy cap vao Du an(du an do chinh ho tao ra hoac du an ho duoc
moi tham gia), Thanh Vién (bao gém nhiing thanh vién 1a Nguoi dung (User) va Khach
(Guest), Danh ba ca nhan va Lich str.

- Ngudi Dung (User): La thanh vién duoc Quan tri nhém/Quan ly (Manager) thém
Vvao Vvéi quyén han 1a Nguoi ding, ho s& c6 quyén truy cip vao : Du &n (du &n do chinh ho
tao ra hoac du an ho dugc maoi tham gia), Danh ba ca nhéan va Lich str.

- Khéch : Khéach la nhitng nguoi chua dugc thém vao nhom, ho la nhitng nguoi bén
ngoai nhom dugc moi vao mot du an nao do,va Khach chi cé thé truy cap vao du an ma ho
dugc maoi vai quyen truy cap du an la Nguoi xem (Previewer) ma khdng c6 bat ky quyen
han nao.

1. Thém meéi thanh vién (add new member):

Sau khi tao tai khoan nhdm thanh cong, nguoi ding s€ co quyén 1a Quan tri (Team
Admin), ho c6 thé thém thanh vién vao nhdm cta minh va quan ly cac thanh vién trong
nhom.

M¢ man hinh “DANH SACH THANH VIEN” bang cach nhip chuét vao menu
“THANH VIEN” bén trai man hinh.

DANH SACH THANH VIEN
m TAI DWHH SACH THANH VIEN
i
| G Iy
| G Iy
I

Nhé4p chuét vao nat “THEM MOI” @é di dén man hinh Thém Thanh vién:

- Nhap day du c&c thdng tin caa mot thanh vién : Tén, dia chi e-mail, mat khau ding
nhap cho thanh vién...

THEM MO1 THANH VIEN

Tai Tdp Tin CSV Mu 2. Nhap Nguwdi Dang Tir File CSV
Tén *

Quyen Han *
Ngwéi dung
Tén Dém Mat Khéu *

Ho Nhap lai mat khau =

Dbia Chi Email *

66



- Céc thong tin bao gom: Tén, Ho, Pia chi e-mail, Mat khau khong duoc phép bo
trong; Dia chi e-mail phai la duy nhat, chua ton tai trong nhom.

- Chon quyén truy cap cua cac thanh vién bang cach nhap chudt vao 6 “Quyén han”
de chon, bao gom: “Nguoi dung” va “Quan 1y”

- Sau khi dién ddy du théng tin, nhip chudt vao nat “LUU” dé luu lai cac thong tin
va tao thanh vién.

Sau khi tao thanh cong, s& c6 mot e-mail thong bao gu dén cho tai khoan thanh vién
vira dugc tao bao gom mat khau va tén dang nhap (tén dang nhap chinh la dia chi e-mail
da dugc thém)

Nguoi dung ciing c6 thé tao nhiéu thanh vién cing mét lic bang cach nhap théng tin
tur tap tin csv:

- Tai tép mau vé bang cach bam vao nat “Tai tap tin CSV mau” va luu, sau dé6 nhap
day du théng tin cua cac thanh vién vao, bao gom cac truong : FirstName, LastName,
EmailAddress, Password, Role, Group

- Tai tap tin Ién bang cach nhap chudt vao nut “NHAP NGUOI DUNG TU FILE
CSV” va tai 1én tap tin.

A2 - g2 userl
A E C D E F c
FirstName LastMame Emailaddress Password Role
2 |uﬁer1 _|u5:ar1 userl@example.com 123456 Manager
3 |user2 user2 user2@example.com 123456 User
4 |user3 user3 userd@example.com 123456 User
5
&

- Noi dung cua tap tin csv phai dung dinh dang vei tap tin mau :Ho (FirstName), Tén
(LastName), Dia chi e-mail (EmailAddress), Mat khau (Password),Vai tro (Role) va Nhém
(Group).

- Pia chi e-mail phai 1 duy nhat, khéng dugc tring nhau.

- Tat ca cac truong déu la truong bat budc ngoai trir Group (Nhom)

- Khi cac thanh vién dugc tao co tén Nhéom la nhom da ton tai thi cac thanh vién s&
duoc tu dong thém vao nhom do, néu tén nhom la nhoém chura ton tai, thi hé thong s€ tu
dong tao nhom mai va thém cac thanh vién co6 cung tén nhom vao.

2. Xem va chinh sira théng tin thanh vién:

Sau khi mét thanh vién dugc thém vao thanh cong, Quan tri vién (Team Admin) co thé
xem va chinh stra cac théng tin cia moét thanh vién trong nhom cua minh, bang cach nhap
chuot vao tén cua thanh vién d6 dé di dén man hinh “Chinh Stra Thanh Vién”
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Tén Quyén Han
manh Ngudi diing
Tén Dém Ngay tao
Mar 30, 2018 05:03:23 PM
Ho

nguyen

- Man hinh nay hién thi théng tin caa mot thanh vién di duoc thém vao trude do,
Quan tri vién (Team Admin) c6 thé chinh sira thong tin :Tén, Tén Pém, Ho, Quyén han;
Quan tri vién khong dwoc phép chinh stra dia chi e-mail cua thanh vién. Sau khi chinh stra,
nhap chudt vao nat “LUU” dé luu lai cac chinh stra hodc nhan vao “QUAY VE” dé hay b
viéc chinh stra va trd lai man hinh “DANH SACH THANH VIEN”.

3. X6a thanh vién:
Chtrc nang nay cho phép Quan tri vién xo0a thanh vién ra khoi nhom caa minh.
Dé x6a mot hoic nhiéu thanh vién ra khoi nhém caa minh bang cach nhap chudt vao

biéu tugng “ ” cua mdi thanh vién dé chon thanh vién can xo6a, sau d6 nhap chudt vao
nat “XOA” dé xoa.

X théinh wiin

CHAP MHAN

- Chon “CHAP NHAN” dé xé4c nhan x6a hoic “HUY BO” dé hay bo viéc xda.

_ - Thanh vién sau khi bi x6a s& khong thé dang nhap va st dung h¢ thong duoc nira,
dong thoi tat ca cac tap tin da dugc mo boi thanh vién do cling s& bi X6a quyen truy cap va
ho khong thé xem dugc nira.

4. Nhom thanh vién

thén Nhom Thanh Vién cho phép Quan tri vién (Team Admin) va Quan Iy (Manager)
co thé tao va nhom cac thanh vién theo tirng nhom, giap dé dang hon cho ngudi dung khi
maoi thanh vién dé tham gia vao cac du an.

B tvie
[~ R r—. DANH SACH NHOM THANH VIEN
B Denba

D Lehsr

B g ke ki
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a. Tao nhom thanh vién
Dé tao mot nhom thanh vién méi, ngudi dung bam vao nat “THEM MOTI” & man hinh
Danh Sach Nhom Thanh vién.

Nhap day du théng tin cia nhom bao gém : Tén Nhom, Mé ta va thém cac thanh vién
vao nhém.

- Tén nhom phai la duy nhat, khong dugc trung véi tén nhom da ton tai.

- Thém thanh vién vao nhém bang cach nhap dia chi email cua thanh vién d6 va chon
trong danh sach hién thi.

- Nguoi dung khong thé thém mai mot thanh vién chua ton tai.

Thém Ma&1 Nhom Thanh Vién

Tén Nhom ™
Demo

Thém thanh vién vao nhom
demoi@gmail.com demoi@yahoo.com
huyen@

~ Sau khi da nhép day du thdng tin va thém céac thanh vién vao nhom xong, nguoi dung
bam vao nat “THEM MOI” dé thém nhom.

b. Xem va chinh sira théng tin nhom thanh vién

Pé xem thdng tin ctia nhom di tao, ngudi dung (Quan tri vién, Quan Iy) co thé bam
vao Tén ciaa nhoém trong danh sach nhom.
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THONG TIN CHI TIET NHOM THANH VIEN

.
T 1 My 1
m 15 AR
Mita &4 1hé I
2

DANH SACH THANH VIE

Tén 8 Ha & BHa Chi Emall = Nogdy tac & Quyén Han

Demo Manger demoi@gmail. com P5018 14

Man hinh Thong Tin Chi Tiét Nhom Thanh Vién hién thj day du thong tin cia nhom,
bao gom: Tén Nhom, Mo ta, Ngay tao, So lugng thanh vién trong nhom dé va danh sach
cac thanh vién cé trong nhom.

O day nguoi dung c6 thé chinh stra cac théng tin cua nhom nhu: Tén Nhom, M@ ta va
danh sach cac thanh vién trong nhom.

Thém thanh vién vao nhom
- Pé thém méi thanh vién vao nhom, ngudi dung bam vao nat “THEM MOT”

Thém Thanh Vién Vao Nhom

Tim kiém

Tén ¢ Ho + Dia Chi Email 4 QuyénHan %

huyen fan huyenmu fan@gmai m
Huyen Nguyen huyennt0493@gmai... m
Support Team huyen@nit-softwa. . [ Quan tri vién |
HUYEN TEST 123huyenlee123@g... [ Quan Iy |
user2 user2 123huyenleed56@g...
user3 user3 abchuyenleeabc@g. .-

n
A
W

THEM MO
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- Sau d6 chon thanh vién muon thém bang cach bam chon vao checkbox trudc tén
cua moi thanh vién va bam vao nat “THEM MOI” d€ thém thanh vién vao nhom. Nguoi
dung chi c6 thé thém vao nhom cac thanh vién da ton tai ma khong thé thém thanh vién tur
bén ngoai.

Di chuyén thanh vién qua nhom khac

- Dé di chuyén thanh vién qua nhom khac, nguoi dung cé thé bam chon vao thanh
vién muon di chuyén bang cach bam chon vao checkbox phia truéc tén cua thanh vién dé

- Sau dé bam vao nat “DI CHUYEN”

Di Chuyén Thanh Vién Qua Nhém Khac

Tén Nhom S& thanh vién -

L1

(&g}

Development
® Support 4

Sale - Marketing 2

-l
DI CHUYEN

- Chon nhom dé di chuyén va bam vao nit “DI CHUYEN” dé di chuyen. Nguoi dung
chi c6 thé chon mdt nhém trong danh sach nhom dé di chuyén thanh vién.

- Thanh vién sau khi da di chuyén s& bi x6a khoi nhém hién tai. Nguoi dung van co
thé thém lai thanh vién da di chuyén.

Sao chép thanh vién vao nhom khac

- Pé sao chép thanh vién vao nhom khac, nguoi dung chon thanh vién muén sao chép,
sau d6 bam vao nut “SAO CHEP”
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Sao Chép Thanh Vién Vao Nhém Khac

Tim kiem
Tén Nhom $ S6 thanh vién v
Development 5

Support 4
Sale - Marketing 2

ol n =
SAO CHEP

- Chon nhém muén sao chép vao, sau d6 bam vao nat “SAO CHEP” dé sao chép
thanh vién. Nguoi dung cé thé chon nhiéu nhoém dé sao chép.

- Thanh vién sau khi sao chép vao nhém khac van con duoc xuat hién & nhom hién
tai.

Xdba thanh vién ra khoi nhom

- Dé xo6a thanh vién ra khoi nhém, ngudi dung chon vao thanh vién d6 va bam vao
nat “XOA”.

- Sau d6 bam vao nat “CHAP NHAN” dé xéa thanh vién.

X6a Thanh Vién Khoi Nhom

Ban coO that s mudn x6a cac thanh vién nay?

CHAP NHAN

- Thanh vién sau khi bi x6a van cé thé thém vao lai sau do.

c. Xé6a nhom thanh vién

Pé x6a nhoém thanh vién, ngudi dung bam chon nhom va bam vao nat “XOA”

Sau d6 bam vao nat “CHAP NHAN” @é x6a nhom thanh vién ra khoi danh sach nhém.
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Xo6a nhém thanh vién

Ban c6 that sy mudn x6a nhom thanh vién nay?

VI. QUAN LY DANH BA (ADDRESS BOOK)

Phan Danh ba ca nhan cho phép ngudi dung quan ly tit ca cac danh ba ca nhan cua
minh, c4c thanh vién khéc trong nhém, bao gém Quan tri vién ciing khong c6 quyén truy

cap vao danh ba c& nhén cta nguoi dung.

Pé vao phan Danh ba ca nhan, ngudi dung bim vao Danh ba & menu bén trai. Man
hinh hién thi tat ca danh ba ma nguoi dung da tao, va cac dia chi e-mail da dugc chia sé

lién két ciing duoc luu ¢ ddy. O man hinh nay, nguoi ding cé thé tao/sira/x6a danh ba.

Darili B Mhddm danh ba

DAMNH SACH DANH BA

Tdm % Hg

Taryhor Trinh

Dol Address

1. Thém danh ba méi:

% DHa Chi Emall

brink BayloniEg

AR08 11-11 58

Dé tao Danh Ba ngudi dung nhap chuét vao nat “THEM MOI”, sau d6 mot man hinh

thém mai danh ba s& mo ra.
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THEM MOI DANH BA

Tén ™ Tén Dém Ho *
Taylor Trinh
Bia Chi Email *

trinh_taylor@gmail.com|

o

- Tai day nguoi dung dién day du théng tin vao cac cac truong bt budc: Tén, Ho, bia
chi Email khong dugc bo tréng, dia chi e-mail phai 1a duy nhit, chwa ton tai trong danh
sach. Sau d6 bam vao nat LUU dé thém.

- Néu muén hay viéc thém mai Danh Ba d6, ngudi ding bdm vao nit QUAY VE.
2. Xem va chinh sira théng tin danh ba:

Dé xem chi tiét hoac chinh sira mot danh ba, ngudi dung nhap vao tén caa danh ba do,
hoac nhap do6i vao mét danh ba trong Danh Sach Danh Ba.

Tém Ea Cha Email

demo@gmail. com [ i o = |

Tén Ddmi Mgy Tao

[ |
- Trong man hinh nay, ngudi ding c6 thé chinh stra thong tin nhu Tén, Tén Bém, Ho;
Nguoi dung khong dugc phép chinh sira dia chi e-mail caa danh ba.
- Nhip vao niit LUU dé Iuu lai thdng tin mai cho Danh Ba
- Néu muén hay viéc chinh sta thi bdm vao nit QUAY VE
3. Xoa danh ba:
Trong trudng hop mudn x6a mot hodc nhiéu Danh ba, nguoi ding nhap chudt vao biéu

tugng “ 7 trudc mdi tén cua danh nguoi dung dé chon cac Danh ba d6. Khi dé nit Xoa
s€ chuyeén tir trang thai vo hiéu hoa thanh trang thai cho phép.

Nguoi dung bAm vao nut Xoéa dé xac nhan x6a danh ba di chon.

(T
B CHAP NHAN
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- BAm vao “CHAP NHAN” dé xac nhan x6a danh ba.
- Bam vao “HUY BO” dé huy bé viéc xda.
Danh ba sau khi bi x6a s& bj xda khoi danh sach danh ba, ddng thoi tat ca cac tap tin

ma danh ba d6 da dugc chia sé trude do sé bi thu hdi quyén truy cap va ho sé khong thé
ma nhiing tap tin d6 duogc nira.

4. Nhom danh ba

Phan Nhom Danh Ba cho phép ngudi ding nhom cac danh ba vao ting nhom, dé tign
hon trong viéc chia sé tai liéu khi lam viéc véi cac khach hang/doi tac.

a. Thém nhom danh ba

Pé thém mégi nhom danh ba, ngudi dung bam vao nat “THEM MOI” & man hinh Danh
Sach Nhom Danh Ba

Thém Mdi Nhom Danh Ba

Tén nhom danh ba *

Demo

Thém lién hé vao nhom danh ba

huyen. 123 swh@gmail.com huyennguyen@testing.com

Mo ta
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Nhap day da théng tin ciia nhom, bao gom: Tén nhom, M0 ta
Tén Nhom phai 1a duy nhat, khong duoc trung véi tén nhom da ton tai.

Thém lién hé vao nhom bang cach chon dia chi email cua danh ba da ton tai trong danh
sach danh ba.

O day nguoi dung ciing ¢6 thé thém dia chi email chura ton tai trong danh sach. Pja chi
email méi sau khi dugc thém vao s€ dugc luu vao phan Danh Sach Danh Ba cia nguoi
dung nhu mét danh ba mai

Sau khi da dién day du thong tin va thém lién hé vao, nguoi dang bam vao nat “THEM
MOTI” dé thém mai nhom danh ba

b. Xem thong tin va chinh sira nhdm danh ba

Dé xem thong tin cia mot Nhom danh ba, nguoi dung bam vao tén cua nhom danh ba
trong man hinh Danh Sach Nhom Danh Ba

CHI TIET NHOM DANH BA

CHINH SUA NHOM DANH BA

Tén Nhom * Ngay tao
Demo 341 PM
Mé ta S6 lién hé

3

DANH SACH DANH BA

Tén Ho Bia Chi Email Ngay Tao -

Default Address huyen@test com 341 PM

Default guyen@testing.com 3:41 PM

Man hinh Chi Tiét Nhom Danh Ba s& hien thi day du cac thng tin cua nhém nhu: Tén
Nhom, M6 Ta, Ngay tao, So lugng lién hé trong nhém va danh sach cac lién hé trong nhom
do.

O day ngudi dung co6 thé thay dbi cac thong tin cia nhém nhu: Tén Nhom, M6 ta, danh
sach lién hé trong nhém

Thém danh ba vao nhom: dé thém maoi danh ba vao nhom, nguoi dung bam vao nat
“THEM MOI” ¢ phan Danh sach danh ba
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Thém Danh Ba Vao

lim Kiem

Tén

huyen

Julia
Huyen

Huyen

Nhom

Ak
=
L=

Di chuyén danh ba qua nhom khac
- Pé di chuyén danh ba qua nhom khéc, ngudi dung cé thé bAm chon vao cac danh ba

muén di chuyén.

- Sau dé bam vao nat “DI CHUYEN”

Di Chuyén Danh Ba Qua Nhém Khac

“ Bia Chi Email

L]

123huyenlee123@gmail.com
123huyenleeabo@gmail.com

LAUINN
o

huyenmu fang2gmail.com

annt A I on COT
huyennt(493{@gmail com

B n 2 | s
THEM MO

Tim kiém

dk

Tén nhom danh ba

ALIBABA

DEV

Qc

BA

54 lién hé

4

e n =
DI CHUYEN
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- Chon nhom danh ba muén di chuyén dén, sau do bam vao nit “DI CHUYEN” dé di
chuyén cac danh ba da chon.

- Ngudi dung chi ¢6 thé chon mot nhom danh ba dé di chuyén, danh ba sau khi da di
chuyén sé khong xuat hién & nhom hién tai nira.
Sao chép danh ba vao nhém khac

- Dé sao chép danh ba vao nhom khac, ngudi dung chon cac danh ba muébn sao chép,
sau d6 bam vao nat “SAO CHEP”

Chép Danh Ba Qua Nhom Khac

Tim kiém
Tén nhom danh ba ¢ Sdlién hé -
Al IBABA 4

DEV 3
ac 2

BA 0

el - =
SAO CHEP

- Chon cac nhém muén sao chép danh ba vao, sau d6 bam vao nat “SAO CHEP” dé
sao chép danh ba.

- Danh ba sau khi sao chép vao nhom khac van xuat hién & nhom hién tai.

Xoa danh ba ra khoi nhém

- bé x6a danh ba ra khoi nhom, ngudi ding chon vao cac danh ba mudn xo6a va bam
vao nut “X0OA”.

- Sau d6 bam vao nut “CHAP NHAN” dé xéa cac danh ba.
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Xo6a Danh Ba Khoi Nhom

Ban co that s mudn x6a danh ba nay?

c. X6a nhém danh ba
Dé x6a nhém danh ba, ngudi dung bam chon nhom va bam vao nat “XOA”
Sau d6 bam vao nat “CHAP NHAN” dé x6a nhom danh ba ra khéi danh sach nhom.,

VII. LICH SU LAM VIEC (HISTORY)

Phan Lich sir 1am viéc giup luu lai tat ca cac hoat dong trong nhém cua tat ca cac thanh
vién. Phan nay tat ca cac thanh vién déu c6 quyén truy cap, ngoai trir Khach (GUEST).

- Péma man hinh Lich sir, ngudi dung bam vao “Lich st & menu bén trai man hinh.

B (i
' Thdidy Visdey - |
n‘ [y Py
==
D khss
W g D Wi P gy |
== i
==

- Hé thdng s& luu lai chi tiét tat ca cac sy kién nhu ding nhép, dang xuat, tao duy an,
cap nhat du an, cap nhat thanh vién, tao thanh vién mai, tao danh ba méi. .. cua tat ca cac
thanh vién trong nhom.

VI11.BANG PIEU KHIEN (DASHBOARD)
Bang diéu khién chi cho phép Quan tri nhém (Team Admin) dugc phép truy cap.

DPé md man hinh, ngudi ding nhap chudt vao menu “BANG PIEU KHIEN” & phia
bén trai man hinh.
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Bang Diéu Khién
0a® _—
. 56 thanh vién [ - 56 dv dn 50 tap tin

Thong ké thanh vién

933.33 MB
Dung lrong st dung

56 Iwdng thanh vién con lai

" 58 thinh vién

Highcharts.com

2018

Thang

-8~ 56 thanh vién ding ky

Hightharts.com

Quan tri vién c6 thé xem thong ké tong s6 thanh vién, sb thanh vién con lai dugc phép
thém, tong so6 du &n, tong so tap tin, dung lugng da sur dung, va biéu do so thanh vién dang
ky theo tirng thang.

IX. XEM TAI LIEU TRUC TUYEN

Khi nguoi ding dugc chia sé tap tin/tai liéu, thay vi tai vé may dé xem thi nguoi dung
cling c6 thé xem truc tuyéen trén website.

Bdi voi tai liéu da duoc ma héa:
- Dbi véi cac tap tin d3 duoc ma hoa (Office/PDF), dé c6 thé xem truc tuyén tap tin,

ngudi diing can ¢6 dia chi e-mail (1a dia chi e-mail da duoc chia sé tap tin/tai liéu) dé xac
thuc va lay ma PIN.
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- Pé xem tap tin nguoi ding bam vao lién két duoc chia sé trong E-mail dé di toi
trang tai xuong.

QA Test shared some files with you | néesusia s ]
norephyidl T thg & (10 ngdry e -,
T, TengAeh= Tebng Vidt=  Dich tha Tt 8di viri. Tbng Anh »
Hello,

QA Test wants o share Project “Mondtoring 17.1% on
ER9CHsud

View Link

- Bam vao nit “View” & mdi tap tin

O EE

©
-2

- Nhap dia chi E-mail (1a e-mail d& duoc chia sé) vao 6 “Email Address” va bam n(t
OK.

Please input your E-mail address o view this file.

demoi@gmail. com

- Trudng hop dia chi e-mail sai hoic e-mail chua dugc chia s¢, hé théng s& thong bao
[6i dia chi e-mail khdng c6 quyén xem tap tin.

- Khi e-mail dwoc nhap dang, nguoi diing s& nhan dugc mot mé PIN gom 5 chir s,
nguoi dung nhap ma PIN nhan dugc vao 6 “Input PIN Code”, sau d6 bam vao nat OK

PIN Code
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- Nguoi dung phai nhip dung ma PIN duoc giri dén e-mail, truong hop mé PIN sai
hoac thieu, hé thong s€ thong bao 16i ma PIN khong dting.

- Khi mi PIN dugc nhap ding, ndi dung cua tap tin s& dugc hién thi.

- Dbi vei tap tin da duoc ma hoa, ngudi ding s& khong thé sir dung chirc ning in cia
trinh duyét dé in tai liéu, hé thong ciing kiém soat viéc nguoi dung sir dung chire nang chup
man hinh cia window dé chup lai ni dung cua tap tin.

Ddi vai tai licu chua duoc ma hoa:

- Pbi véi tat ca nhitng tai liéu chua dugc ma hoa vai dinh dang nhu .docx, .xIsx, .pptx,

.pdf, .jpg, .png, .mp4, nguvi diing 6 thé xem tryc tuyén trén trinh duyét khdng ma khong
can nhap dia chi e-mail dé xac thuc.

- Nguoi dung bam vao lién két duoc chia sé trong E-mail dé di t&i trang tai xudng.

- BAm nht “View” cua tai liéu dé xem
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