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CHU'ONG 1 - GIO'I THIEU SHAREPOINT 2010

Mot vai ndm triede day, cong tic bat dau dwoc quan tdm trong doanh nghiép. Cong nghé cang ngay cang phat
trién va cling khéng phai la da qué 1au ma maot ai d6 ¢ thé soan thdo mét tai liéu, glri né dén cac ddng nghiép
qua fax, e-mail hodc buu dién dé rdi sau dé ch& cac thong tin phan hdi tir ho. Quy trinh nay méat khoang vai gior -
tham chi dén vai ngay - trirdc khi cac thanh vién trong nhém cd thé hop téc, thao luan vdi nhau dé tao nén tai
liéu hoan chinh cudi cing.

Ngay nay, cdc nha lanh dao trong cac céng ty, doanh nghiép ludn canh tranh nhau trén thj tredng toan cau
héa, va ho can tim ra mot con dwdng lam viéc hiéu qua cho nhan vién. Cac doanh nghiép mong mudn nhan vién
ctia minh ¢ thé két n6i va 1am viéc & moi ltic moi noi trén moi thiét bi.

EH.;rePnint

SharePoint site giip nhan vién ¢ thé chia sé ciing nhau cdc théng tin, di liéu, cac y kién chuyén gia thong qua
rng dung Microsoft Office va s&r dung trén cac trinh duyét nhu Internet Explorer hodc Firefox. Trong chuwong
nay, ban sé dwoc tim hiéu tdng qua vé kha nang cong tdc ma SharePoint 2010 mang lai.

Nén tang SharePoint 2010 ¢6 thé duwoc dién ta qua 5 tir sau: cdng tac, tng hop, t6 chirc, trinh bay va cong
doéng.

Coéng tac: nén tang co ban cla SharePoint 1a cdng tac. Bat ngudn tir phién ban Microsoft SharePoint Team
Services (STS) dwoc cung c8p mién phi trong Microsoft Office 2000 Professional, STS dwgc déi tén thanh
Windows SharePoint Services (WSS), tr& thanh nén tang cho san phdm Microsoft SharePoint Portal Server
2003 (SPS) va Microsoft Office SharePoint Server 2007 (MOSS). Bay gio STS dwoc goi la Microsoft SharePoint
Foudation Services (SFS). Gid tri ¢t 16i ma nén tang nay mang lai Ia khd ning cong tdc manh mé hd tro
workflow, kha nang déng bd héda cao, tang kha nang bao mat, giip ngwoi dung trong cac phong ban, cdc nhém
va trong doanh nghiép c4 thé twong tac v4i nhau, tao nén mét moi tredng cdng téc hoan hao. SFS Ia phién ban
mién phi cing nhu khong yéu cau vé Client Access License — mdt chinh sach ban quyén khi ban muén st dung
SharePoint trién khai qua Internet.
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Téng hop : SharePoint 2010 cho phép ban ¢6 thé t8ng hop théng tin tir nhiéu ngudn tai nguyén khac nhau nhw
database, file server hodc website. Gom:

. Lién két dén noi dung.

o Index néi dung.

. Lwu trir ndi dung

) Str dung (rng dung Really Simple Sysdication (RSS)

) Slr dung (rng dung Business Connectivity Services (BCS)

T6 chirc: trong moi ngtr canh, khi ma cac di liéu da dwoc téng hop thi nd can dwoc t8 chire lai. Gan nhu tt ca
ching ta déu t6n kha nhiéu thoi gian cho viéc t8 chire lai thong tin trén file server, database, tai liéu trong thuw
muc My Document hodc cdc ndi dung théng tin khac trong doanh nghiép. Céc chuyén gia IT thwong hay st
dung cac cum tlr chang han nhu “out of control” (ngoai kiém soat) hodc “nothing but rubbish” (khéng cé gi la
bd di) d&€ mo ta vé nhirng noi lwu tri thong tin trong doanh nghiép. SharePoint 2010 cung c&p cho ban nhitng
tinh ndng c6 kha nang té chirc héa cao nhw

o Quan ly siéu dir liéu v&i Metadata Service
. Phan loai ni dung

. Chia ¢t trong site

o Quan Iy cdc phan

. Tém tat lién két Web Part

. Phan loai thw muc

T6 chivc thong tin trong doanh nghiép la viéc quan trong & bat cr doanh nghiép, céng ty sir dung SharePoint.

Trinh bay: sau khi tng hop va t8 chirc hda théng tin, ban can trinh bay théng tin lam sao dé€ dé nhin ciing nhu
dé& hiéu. SharePoint Designer cé thé gitip ban trinh bay cac bé cuc va giao dién tuy thich. Cac d liéu vé dy an s&
duwgc hién thj trén cdc Web Part tai SharePoint 2010. Tt ca cac tinh nang trong quan tri ndi dung doanh nghiép
(Enterprise Content Management - ECM), chdng han nhw quén trj tai liéu (Document Management — DM),
quan tri ndi dung website (Web Content Management —- WCM) déu c6 trong SharePoint 2010, giip ban c6 thé
téng hop, t6 chirc va trinh bay théng tin mét cach hiéu qua.

Céng dong: SharePoint cho phép ban xudt ban théng tin dén cac thanh vién trong nhém ciing nhw dén nhirng
nguwoi xem. Web Content Management la cong cu quan trong gitip ban xudt ban thong tin dén céng dong.

o 7 o Vd

Gi&i thiéu cac tinh nang trong SharePoint 2010

SharePoint 2010 duwoc xay dung dua trén nhitng gia tri ma SharePoint Server 2007 mang lai, cung cap gid tri cot I6i
trong cdng tac. Microsoft SharePoint 2010 dem dén cho doanh nghiép:

e K&t ndiva dy quyén.
e  Gidm thiéu chi phi véi m6t ha ting hop nhat.
e Nhanh chéng dap &rng nhu cidu doanh nghiép.
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Nhitng tinh ndng mé& rong trong SharePoint cé thé dwgc nhém lai nhu sau:

Tinh néing

Sites Cho phép céc nhan vién, déi tac va khach hang cd thé lam viéc théng qua giao dién
Web dé chia sé théng tin, di liéu. Ban c6 thé ki€ém sodt site bén trong hodc bén
ngoai firewall.

Communities St dung cac tinh nang dé két ndi con ngwdi vdi nhau, sap x&p hop Ii hda, té chirc
théng tin mét cach hiéu qua.

Content Cung cap sw nhanh chéng, chinh xac va an toan khi truy cap théng tin.

Search Tim ki€m va két ndi théng tin théng qua cac SharePoint list, site, cac hé thong
external, cdc ngudn d liéu nhw cac tap tin chia sé, Website hodc rng dung line-of-
business.

Insights Cho phép nguwodi dung ¢ thé nang cao kha nang kinh doanh trong doanh nghiép
bang cach tao ra cac bdo cdo, t8 chirc di liéu, phan tich nghiép vu.

Composites Cho phép ban tao ra cac gidi phap tich hop dé hd tro ngudi dung va cac chuyén gia

Iap trinh vién moét cach nhanh chdng.

Cac phién ban SharePoint 2010

Phién ban M6 ta

Tri€én khai Intranet

Enterprise Client Access License (CAL) Cho phép cong tac nguoi dung trong doanh nghiép, cung cap
cbng cu dé trién khai nghiép vy, dich vu Web va &ng dung
Microsoft trong pham vi doanh nghiép.

Standard Client Access License (CAL) Cho phép trién khai nén tang cong tac & tat ca ndi dung, don
gian hda cong viéc quan tri ndi dung va quy trinh lam viéc
trong doanh nghiép.

Trién khai Internet/Extranet

SharePoint 2010 for Internet Sites, Enterprise = Danh cho doanh nghiép muén mé réng quan hé vdi khach
hang théng qua Internet hodc ting tinh bao mat véi cdc site
extranet dé lam viéc cuing cac doi tac.

SharePoint 2010 for Internet Sites, Standard Danh cho doanh nghiép vira va nhé muén tao mot site
Internet hoac site extranet nho.

Céc san pham lién quan

SharePoint Designer 2010 Mot cong cu cho phép ngudi dung va cdc 1ap trinh vién mudn
tao ra cdc giai phdp SharePoint ma khong can st dung cac
doan code chang han nhu giai phap BI, gidi phéap tich hop d
liu, Web publishing, hé théng &ng dung nghiép vu.

SharePoint Foundation 2010 Danh cho doanh nghiép nhd can mét giai phap céng tac thong
qua Web dé thiét 1ap lich Iam viéc, t6 chirc héa tai liéu, st dung
cac workspace, blog, wiki va thw vién tai liéu trong cac phong
ban.
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SharePoint Foudation Services 13 giadi phap mién phi ma Microsoft cung cap cho céc doanh nghiép nhd dé tao ra
mot giai phap cong tac.Mot s6 tinh ndng trong SharePoint Foudation 2010 gitp ban trién khai giai phap cong tac.

Tinh nang M6 ta

Sites Giao dién ngwoi dung Ribbon, SharePoint Workspace, SharePoint Mobile, Office Client,
Office Web Application Intergration, Standard Support

Communities Blog va Wiki

Content Remote BLOB Storage, List Enhancement

Composite Business Connectivity Services, External List, Workflow, SharePoint Designer, Visual

Studio, APl Enhancement, REST/ATOM/RSS.

Céc tinh nang trong SharePoint 2010 mang lai cho doanh nghiép kha nang cong tac dwoc thé hién qua céc thuat

nglr

Tinh ndng M6 ta

Communities Blog va Wki, Tagging, Tag Cloud, Ratings, Social Bookmarkin, My Sites, Activity Feeds,
Profiles and Expertise, Organization Browser.

Content Remote BLOB Storage, List Enhancement, Enterprise Content Type, Metadata and
Navigation, Document Sets, Multistage Disposition, Audio and Video Content Types.

Insight PerformancePoint Services, Excel Services, Chart Web Part, Video Services, Web Analytics,
SQL Server Intergration, Power Pivot

Search Social Relevance, Phonetic Search, Navigation, FAST Intergration, Enhanced Pipeline

Sites Ribbon Ul, SharePoint Workspace, SharePoint Mobile, Office Client, Office Web
Application Intergration, Standard Support

Composite Business Connectivity Services, External List, Workflow, SharePoint Designer, Visual
Studio, APl Enhancement, REST/ATOM/RSS.

Microsoft SharePoint 2010

The Business Collaboration Platform for the Enterprise and the Internet

Composites Communities  Deliver the Best Productivity Experience

& Cut Costs with a Unified Infrastructure
SharePoint:
Content Rapidly Respond to Business Needs
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Tich ho’p Microsoft Office

SharePoint 2010 tr& nén than thién hon véi nguwdi dung khi tich hgp san phdm Microsoft Office. Hau hét céc
may tinh c¢d nhan & cdc doanh nghiép déu str dung Microsoft Office. M6t s6 tinh nang mdi trong SharePoint chi
thich hop véi Office 2010. Khdng chi la Office 2010 - ban can phai sir dung gdéi Office 2010 Professional Plus m&i
6 thé st dung dwoc day du tinh nang. Bao gdm céc san phdm sau:

e  Microsoft Word 2010

e  Microsoft Excel 2010

e Microsoft PowerPoint 2010
e  Microsoft Access 2010

e  Microsoft OneNote 2010

e Microsoft Publisher 2010

e Microsoft InfoPath 2010

e  Microsoft SharePoint Workspace 2010
e  Microsoft Communicator

e  Microsoft Outlook 2010

e  Microsoft Office Web Apps

SharePoint Workspace 2010

Mot trong nhirng diém tha vi trong kha nang tich hgp gitra SharePoint 2010 va Office la (ng dung SharePoint
Workspace 2010, cho phép ban ¢6 thé lam viéc vé&i cac tai liéu ngay ca khi ban khong thé két n6i dén server.

SharePoint Workspace 2010 cung cap kha ndng déng bd true tiép dén thuw vién va list gitka mot SharePoint site
va moét ving lam viéc (workspace) trén mdy tinh client. Tao ra cdc workspace cho phép nguoi dung SharePoint
c6 thé kiém tra thw vién tai liéu SharePoint tlr cdc may tinh ndi by, dem dén nhirng tai liéu SharePoint va list
dén may tinh clia ho dé ho ¢6 thé Iam vién online hodc offline, sau dé déng bd ndi dung dé 1én SharePoint site.
Khi mot may client bj dirt k&t ndi véi SharePoint server, viéc dong bd héa sé dwoc thue hién sau khi da két noi
lai. Khi mdy tinh client khéng thé két ndi dén SharePoint site, ngwdi dung cé thé dé dang lam viéc & trang thai
offline d€ chinh stra, ghi chép tai liéu. Viéc thay déi d6 sé dwgc dong bd ty dong 1én thu vién SharePoint khi
nguwdi dung két néi lai.
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Thanh Ribbon trong SharePoint Workspace 2010

Nhuw vay, ban da dwoc tim hiéu tong quan vé nhirng tinh nang co ban cing nhu hiéu vé kha nang cong tadc ma
SharePoint mang lai.

Piém khac biét giira SharePoint Foundation va SharePoint Server 2010

Khi ban nght vé SharePoint Foundation va SharePoint Server 2010, diéu quan trong ma ban can hiéu rang
SharePoint Foundation la mét nén tang va SharePoint Server chi don gian la tich hgp thém nhiéu tinh nang mai
vao nén tang SharePoint Foundation. Sy khac biét gitta SharePoint Foundation va SharePoint Server 2010 la gi?
Ban can st dung phién ban nao? Cau tra 1&i tly thudc vao nhu cau cling nhw quy mé cia doanh nghiép. Vi dy,
néu ban mudn cé mét nén tang tét véi kha nang cong tac trong mang ndi bd thi SharePoint Foundation la sy
lwa chon hop ly. Néu ban can quan ly ndi dung web, SharePoint Server sé 1a diém dén cta ban. Phan sau day
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cung cdp cho ban mdt cach téng quét nhitng tinh ndng ¢4 trong SharePoint Foundation va SharePoint Server
2010.

SharePoint Foundation
Dw¢&i day 1a mot s6 dic diém va tinh ndng thudng hay sir dung trong SharePoint Foundation:

v SharePoint Foundation la mét &rng dung web chay trén Internet Information Services (IIS).

v’ SharePoint Foundation chi chay trén phan clng 64-bit v&i cdc phién ban Windows Server 2008 va
Windows Server 2008 R2.

v" Yéu cau hé diéu hanh Windows Server 2008 64-bit.

v SharePoint Foundation lwu tri¥ tat ca@ d& liéu va thong tin trong mot hodc nhiéu database trén
Microsoft SQL Server.

V' Hién thj thong tin trén cac trang web, gdbm mot hodc nhiéu web part.

V' SharePoint Foundation hé trg quan ly tai liéu rat t6t, chdng han version history cho phép ban Iwu tri
cac phién ban tai liéu trwéc day.

v SharePoint Foundation tich hgp v&i Microsoft Office.

v Lwu trir cac thanh phan trong list nhw tai liéu, danh ba hoac lich lam viéc.

V' Cho phép ban xay dung giai phép workflow chdng han glri e-mail d&€n nguwdi dung khi mét tai liéu bi
thay déi.

v' MOt gidi phdp cdng tac trong mang ndi bo cho phép ban lam viéc nhém, phong ban, dv én, hdi nghi,
blog...

Bén canh dé, SharePoint Foundation khong c6 nhi*ng tinh nang quan trong. Mot vai vi du:

v Khéng c6 tinh ndng tim ki€ém mé& réng. SharePoint Foundation giéi han chirc ndng tim kiém nhung van
cho phép nguwoi dung tim ki€ém trong site clia ho.

Khong cé tinh nang quan tri néi dung web mé rong.

Khéng c6 tinh ndng quan trj tai liéu mé& réng, chang han Document ID.

Khong c6 tinh nang quan Iy hd so va cdc tailiéu quan trong khéc.

Khoéng hé tro hién thj cac form InfoPath trén trinh duyét web.

Khoéng hé tro hién thi cac bang tinh Excel bang web part.

Khoéng hé tro hién thj so dd Microsoft Visio 2010 bang web part.

Khéng hé trg chi s6 KPI (Key Performance Indicator).

NN N N NN

SharePoint Server 2010

SharePoint Server 2010 gdm nhirng chirc nang cé trén SharePoint Foundation, bén canh dé SharePoint Server
2010 duwgc bd sung nhiéu tinh ndang mé réng.

v Tinh ndng Global Search cho phép ban tim ki€ém bat c loai théng tin nao trén toan bd hé thdng
SharePoint cta ban.

Str dung Social Search dé tim ki€m moi nguoi.

Hién thj cac thong tin dén mot hodc nhiéu nhém nguwoi dung.

Twong tac v&i Active Directory dé dé dang tim kiém ngudi dung.

Str dung tinh nang quan tri ndi dung dé dang tai thong tin [én c6ng thdng tin trén Internet.

ASRANIENIRN
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Cho phép thiét Iap Document ID d€ d& dang tim kiém tai liéu

Hién thj va st dung céc form InfoPath vdi cdc mdy tinh client, s&r dung dich vu Forms Service.
Hién thj cdc bang tinh Excel va biéu dd trén web part, st dung dich vu Excel Service.

Hién thj so’ d6 Visio 2010 trén céc trang web, str dung Visio web part.

AN NI NI NN

Tim kiém, hién thj va chinh stra ndi dung trong cic database bén ngoai, chang han SAP, Oracle,
Microsoft SQL bang dich vu Business Connectivity Service.

AN

Cho phép méi ngudi dung cd mdt website ¢ nhan riéng.
v Taora cac bang dashboard véi cac thé scorecard va chisé KPI.

Nhirng dic diém trén SharePoint Server 2010 gilp ban xay dwng mot giai phap kinh doanh hoan hao, dap ng
nhu cdu ma doanh nghiép dé ra.

Quyét dinh gilra SharePoint Foudation va SharePoint Server

Trudc khi cai dat SharePoint ban can tra 10 cau hoi quan trong sau: Phién ban SharePoint ma ban can? C6 phai
trong SharePoint Foudation han ché cac tinh nang hodc doanh nghiép cia ban can day du tinh ndng trong
SharePoint Server 2010?

DE trd 10i cau hoi vé phién ban sé duwoc Iya chon la phién ban nao, ban ¢é thé suy nghi vé nhu cau va nhirng van
dé ma ban mudn khi cai dat SharePoint. Nhigu kha nang la ban khong thé tra [&i cau hoi trén, ban can phai cd 1
cudc néi chuyén véi ca bén lién quan va ngudi stv dung cudi bdi vi ho la nhitng ngudi st dung SharePoint. NGi
chuyén v&i moi nguoi trong doanh nghiép va hdi ho 158 yéu cau nhu trong bang sau dé xem thir ban nén chon

SharePoint Foudation hay SharePoint Server.

CAu hoi

Ngwoi dé hoi

Comment

Ban c6 can mdt mang ndi bé cho
toan doanh nghiép?

Quan ly & cdp do cao, nguwoi chju
trdch nhiém quan ly thong tin

Danh cho doanh nghiép nhé véi
khoang 50 user, SharePoint
Foudation c6 thé du. Nhung déi
v&i doanh nghiép can s6 lugng I6n
thong tin, SharePoint Server [a lwa
chon tét hon cho nhu cdu cda ban.

Ban ¢6 can mang ndi b chi c6 mét
phong ban hodc 1 nhém duy nhat?

Quan ly & tam trung, cdc team
leader

SharePoint Foudation la su lwa
chon t6t néu phong ban hodc
nhém lam viéc vd&i nhing loai
théng tin nhw nhau

Tim kiém bén trong mot
SharePoint site du dap &ng nhu
ciu cta ban hay khéng?

Tat ca moi user

Néu tra loi 13 cé, ban cd thé st
dung SharePoint Foudation cho
viéc tim kiém? Chua y, cai dat phién
ban mién phi Microsoft Search
Server Express 2010 ban c6 thé
thém chéc nang tim kiém vao
SharePoint Foudation va né cling
gan giéng nhirng gi ma phién ban
SharePoint Server 2010 Standard
cung cap.

C6 phai ban muén tim kiém théng
tin trén bat ki SharePoint site nao
hodc cac ngudn di¥ liéu bén ngoai,

T&t ca moi user

Chi ¢ SharePoint Server cung cap
kha nang tim kiém moi pham vi,
nhuwng SharePoint Foudation sé& c6
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chang han File server va Microsoft
Exchange?

duoc nhitng chirc ndng twong tw
néu ban thém Microsoft Search
Server Express 2010.

Cac nhém user can chia sé va cap
nhat théng tin chang han nhw tai
liéu, danh ba hodc cic thanh phan
lich?

T&t cd moi user

Néu ban tra 1oi la cb, SharePoint
Foudation dap &rng day di nhu cau
chia ban.

Ban can nhiéu théng tin hon so
véi dia chi e-mail va sé dién thoai
cho mét sé hoic tat ca user

Quan ly tdm trung, team leader,
project leader

SharePoint Server cé tinh nang
User Profile, bao gom nhiéu théng
vé ve user dé tim kiém.

Ban c6 quan trong vé van dé cho
phép user nhan xét, binh luan, siv
dung céc tir khoa, tag cho cic tai
liéu, trang hoac ndi dung list

Quan ly théng tin, quan ly tam
trung, team leader, project leader

Chi ¢6 SharePoint Server cé tinh
nang nay

Ban can hién thj cic bang tinh
Microsoft Excel va bi€u dd ma
khéng can user str dung Microsoft
Excel tai client?

Quan ly théng tin, quan ly tam
trung, team leader, project leader

SharePoint Server hd trg diéu nay
v&i Excel Service

C6 phai user cia ban can hién thi
va dién cac form théng minh trén
trinh duyét web?

Quan ly théng tin, quan ly tam
trung, team leader, project leader

SharePoint Server hé trg diéu nay
v&i Form Service

Ban mudn c6 1 céng cu manh, dé
dang quan Iy néi dung web ching
han public portal ra Internet

Quan ly théng tin, quan ly tam
trung, team leader, project leader

SharePoint Server c6 san tinh nang
nay — duoc cai thién nhiéu so vdi
MOSS 2007

Ban c6 du ngan sach dé dau tw vao
SharePoint Server 2010

C4c bén lién quan, quan ly cap cao,
CEO, CFO

SharePoint Server c6 rat nhiéu tinh
nang, nhwng chi can 1 server va
user can c6 license khi truy cap.
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CHUONG 2 - CHUAN Bl TRUOC KHI CAl PAT
SHAREPOINT FOUNDATION 2010

Trong chuwong nay, ban can chuén bij cho tién trinh cai dat SharePoint Foundation. Bén canh dd, ban ciing sé
dugc tim hiéu vé cdch khac phuc sy ¢8 néu gap van dé trong qué trinh cai dat.

Chu y: SharePoint Foundation c6 thé dwoc cai dit trong méi tredng Active Directory hodc workgroup (chdng
han mo6 hinh stand-alone).

Nhirng diém méi trong SharePoint Foundation

SharePoint Foudation hodc (rng dung WSS 3.0 trwéc dé déu gan nhu nhau vé cau trdc, nhung SharePoint
Foudation cling c6 mot sé tinh ndng md&i ma quan trj SharePoint can phai hiéu. C6 nhiéu sy thay d6i trong
SharePoint Foudation so v&i phién ban trudc day la Microsoft Office SharePoint Server (MOSS) 2007.

e SharePoint Foudation chi chay trén nén tang Windows Server 2008 64-bit hodc Windows Server 2008
R2. B6i v&i muc dich I1ap trinh, SharePoint Foudation hd trg trén Windows 7 64-bit.

e Ung dung SQL Server 2008 Express 64-bit — giéng nhw phién ban SharePoint truéc, ban ¢ thé cu
hinh SharePoint Foudation s&r dung moét server riéng biét cho Microsoft SQL Server 2005 hoac
Microsoft SQL Server 2008 nén 64-bit.

e SharePoint Foudation cé mét giao dién ngwdi dung mdi: giao dién Fluent User (dwoc xudt hién lan dau
tién & bd san phdm Microsoft Office 2007) dworc str dung cho team site, blog, workspace cling nhu tai
cong cu SharePoint Central Administration.

e SharePoint Foudation sir dung cac page file cho website, chdng han Team Site. Nhi*ng page file nay
dwoc lwu trir trong moét thu vién page goi la “SitePages”, gidng nhw cdc publishing page duoc st
dung trong Microsoft Office SharePoint Server 2007 (MOSS 2007). M&i page file c6 thiét lap
permission riéng néu nhu ban mudn kiém soat nhirtng ngwdi xem ndi dung trong page.

e Template Teamsite trong SharePoint Foudation dwa trén Wiki page file.

e (06 cdc loai list trong site sau: Wiki Page Library (danh cho web page), Picture Library (danh cho hinh
anh), Forms Library (danh cho cac form dwa trén XML), External List (k&t néi dén ngudn di liéu
external). Mot s6 list m& rong nhu Project Tasks va Calendar.

e (C62loai web part mai: Silverlight Web Part va Relevant Document

e SharePoint 2010 gidi thiéu thudt ng® mdi la managed account. Cé nhitng tai khoan dich vu dwoc st
dung béi céc tinh nang va dich vu trong SharePoint. Bang cach st dung managed account, quan tri
vién SharePoint khéng con phai thay déi password clia céc dich vu nay bang tay; SharePoint s& quan ly
nhi*ng tai khoan nay ty dong.

O phién ban dau tién clia SharePoint Services, dwg'c cong bd ndm 2001 v&i tén SharePoint Team Services (STS).
STS van con duwgc st dung dén ngay nay vdi phién ban SharePoint Foudation 2010. Khi ban thdy bat dau STS,
chang han STSADM, ban hay nghi ngay dén SharePoint Foudation.




([8 GIAO TRINH QUAN TRI SHAREPOINT 2010 - BASIC

CHUAN Bl CHO SHAREPOINT FOUDATION

Trudc khi cai dit SharePoint Foudation, ban can chu&n bj mét s van dé, chdng han ban can chuan bi Windows
Server va dam bao cac yéu cau, sau dé 1én ké hoach cho SQL Server, chon phién ban, chon cac phién ban
SharePoint ddp (rng nhu cdu doanh nghiép.

SharePoint la mét ¢ng dung lam viét t6t nhat khi dwoc cap tai nguyén CPU va bd nhé. SharePoint Foudation
yéu cau cé 2 vi xtr li. Mot server véi RAM 4GB c6 thé c6 thé hd tro hang tram user SharePoint Foudation. Ban
can hiéu mot sé van dé khilén k& hoach trién khai SharePoint Foudation:

e SharePoint la mét &ng dung web. Khong cé két ndi c6 dinh nao gitra trinh duyét web va SharePoint
server. Mbi [an user m& mot lién két hodc mot tai liéu, cac trinh duyét két néi dén va request dé
download, sau d6 két néi sé dong.

e S&luwgng user trong doanh nghiép, t6 chirc thi khong gidng nhau.

e C4c hoat dong trong SharePoint yéu cau cac tai nguyén khac, chang han hién thi mét site danh cho 1
dy dn nao dé can load kha I&n, noi ma ban phai index database.

Bén canh dé, ban ¢4 thé str dung cong thirc NOPS (Normalized Operation Per Second) dé tinh kha nang load
cda server. Cong thirc tinh nhu sau.

AxBxCxD

= Operation/second (NOPS)
360.000 x E

S6 lwgng nguwdi dung SharePoint.

Tilé phan tram s6 ngwoi dung lam viéc trong mot ngay.
Chi s6 hoat dong cia mét nguwdi dung méi ngay.

Chi s6 cao diém.

S8 gidy lam viéc mdi ngay.

monNnwp

Céc chis6 cao diém la cac gia tri tir 1 — 10, dwoc dung dé chi cac gidr cao diém trong gid lam viéc. Vi du, néu mot
doanh nghiép lam viéc tir 9h sdng dén s5h chiéu thi gitr cao di€ém c6 thé la vao dau gidr lam viéc bubi sang, khi
ma nhan vién dén céng ty va bat dau vdi SharePoint. Sau bira an trua, cdc nhan vién lai ti€p tuc vao gior lam viéc
thi day clng dwoc xem la gt cao diém. Chi s6 cao diém trung binh 1 nghfa la khéng phai tat ca cac nhan vién
d@éu lam viéc trén SharePoint. Chi s6 cao diém = 10 nghia |a tat ca moi nhan vién déu lam viéc véi SharePoint.

Thong thudong thi mot doanh nghiép ¢6 chi sé cao diém Ia 5. NEu ching ta mudn an toan, trénh down server va
8n dinh hon khi lya chon server c6 thé st dung chi s8 la 7. Céc thong s8 vé chi s8 hoat dong trén mdi active
user cho mdi ngay cling st dung gid tri tir 1-10. Chi s6 1a 1 khi user khéng phai lic nao cling truy cap vao
SharePoint va 10 ¢4 nghia la user lam viéc v&i SharePoint tat ca cac ngay. Thong thwong thi gia tri nay la 10 d6i
v&i cac doanh nghiép.

Doanh nghiép clia ban cé khodng 200 nhan vién (A). Ti 1é nhan vién s&r dung SharePoint trong m¢t ngay binh
thwong 13 80% (B). Chi s6 hoat dong clia mbi nhan vién la 10 (C). Thei gian 1a viéc ctia doanh nghiép la 12h (E).
Ban ¢4 thé I8y gia trj 10 cho chi s6 cao diém (D) thi ban ¢ thé tinh duwgc chi sé NOPS la 0,37.
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Qua chi s6 NOPS nay, ban ¢6 thé c6 thém mdt yéu t8 dé chon phan cirng thich hop. Vi dy, mé hinh single-farm
trén SharePoint Foundation 2010 v&i SQL Server Express, cau hinh vé&i 4GB RAM va CPU 64-bit hé tro' trén 2
NOPS.

Mt cong cu hivu ich dé€ ban cd thé 1én ké hoach chon phan cirng (néu ban biét cac yéu td trén) 1a HP Sizer for

SharePoint, ban ¢ thé download tai http://h20338.www2.hp.com/activeanswers/Secure/548230-0-0-0-121.html

Tl nhirng théng tin trén, ban cd thé chi y 3 diém quan trong sau:

e  D3Am bAo tGi thiéu 4GB Ram trén SharePoint Foudation server.

e St dung nhidu CPU dé hd trg ngudi dung

e D& tang tdi da hiéu suat van hanh, can s dung 1 SQL Server riéng biét, st dung trong mé hinh small
farm.

Mot y&u t8 quan trong nira ma ban can nhé la khi server t8i thi€u 4GB Ram, né s& hd trg hang tram user. Tang
lén 8GB Ram va 2 CPU cho SharePoint Foudation server cho phép hé trg’1én dé hang ngan user.

Yéu cau phan cing tir Microsoft

Microsoft c¢6 1 danh sach tat ca cac yéu cau cho SharePoint Foudation. Nhirng con sd nay cao, nhuwng an toan sé
lubn t6t hon. N&i cach khac, ban c6 thé giam cdu hinh phan cirng xudng. Tuy nhién, ban dang chuén bj xay
dung mot hé théng thong tin tap trung trong doanh nghiép cta ban, vi vay hdy chic chic rang né cé thé xir ly
dugc khéilwgng cong viéc cho phép. Dudi day 1a nhirng yéu cau téi thiéu tir Microsoft:

e Processor: 64-bit, dual CPU, 3Ghz

e Memory: 4GB cho stand-alone server (hodc 1 server thir nghiém) hodc 8GB /server cho céc yéu cau
khéc, chang han nhiéu server trén farm.

e 80GB dung luvgng tréng: yéu cau cho SharePoint Foudation

e Card mang 100 Mbps

Chu y, ban c6 thé diéu chinh nhitng con s6 nay trong doanh nghiép, dac biét la kich thudc 6 cirng, va kich
thuwdc nay thi gdm database clia SQL Server. Trén thurc t&, néu ban c6 k& hoach lwu tri nhiéu hon 25GB di liéu,
ban nén Iwa chon phién ban SQL Server 2005 hodc SQL Server 2008 va cai dat né & 1 server riéng biét.
Microsoft yéu cdu nhu sau dé€ dat dwoc hiéu suat cao:

e Disk subsystem: RAID -10 cho tat ca cac loai database

e Dam bdo driver cla /O subsystem va card mang (NIC) van hanh téi wu.

e  C&uhinh SQL Server str dung NTFS 64K. Diéu nay lam tang 30% hiéu suét.

e Dichuyén Tempdb, content database va céc file transaction log tai RAID-10 disk

e (8 gang dirng dé content database virot qua 200GB. N6 s& lam viéc ngay ca khi ban phé v& nguyén tac
nay nhung thdi gian can thiét dé€ database nay duy tri, bao tri cling nhu stra chira sé tang, c6 thé 1én
dén nhiéu ngay.

Mot database v&i 50GB hodc cao hon dwgc xem la 1 database I&n. Néu site collection clia ban Iwu tr® hon
50GB ban nén chia lam 2 site collection v&i méi site collection |a 1 content database riéng biét.
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Bang tém tat

Thanh phan Yéu cau téi thiu Cau hinh dé nghi

Hé diéu hanh Windows Server 2008 64-bit hodc Windows Server 2008 64-bit hodc
Windows Server 2008 R2 Windows Server 2008 R2

CPU Mot CPU (64-bit) vdi 2,5 GHz 2 CPU (64-bit) vdi t6i thiu 3GHz

RAM 4GB 8GB hoac Ién hon

Dung lwgng 8 cirng T6i thi€u 6GB T6i thi€u 30GB

File System NTFS NTFS

Phién ban 1IS 7.0 hoac 7.5 7.0 hoac 7.5

Database SQL Server Express 2008 64-bit SQL Server 2008 SP1 hoac SQL

Server 2008 R2
Trinh duyét web IE 7.0 v&i ban va méi nhat IE8 v&i ban vd mdi nhat

Chuan bi SQL Database

4 phién ban database déu hd tro trong SharePoint 2010. M6t trong ching mién phi la SQL Server Express. 3 sy
[wra chon con lai vé co ban cling gidng nhau. V& co ban, ban ¢6 4 tuy chon cai dat khac nhau:

e Local SQL Server Expresss
e Local SQL Server (2005/2008/2008 R2)
e Remote SQL Server (2005/2008/2008 R2)

Phién ban Kiéu cai dit Local Kiéu cai dit Remote
SQL Server Express 2008 6 Khéng hé trg
Microsoft SQL 2005 Server x64 (@] (@)

Microsoft SQL 2008 Server x64 (@) (@]

Microsoft SQL 2008 R2 x64 o co

Chu y cai d&t tat ca service pack cho SQL Server trudc khi sir dung né véi SharePoint

Cau hinh Single - Server v&i Local SQL Server Express

Pay la ki€u cai dat SharePoint Fouuadtion va phién ban mién phi SQL Server Express trén cung 1 server.
Microsoft goi day la kiéu stand-alone server. Ban nén suy nghi trirdc khi chon kiéu cai dat nay vi gidi han kich
thwéc database 4GB va thye t€ 1a ban khong thé nang cdp 1én mét phién ban SQL Server day du tinh nang.

Cau hinh Single - Server v&i Local Microsoft SQL Server

Cau hinh nay 1a hoan hao déi véi doanh nghiép nhod hodc phong ban mudn ¢é nén tang tét dé xay dyng mot
mang ndi bo co' ban dé chia sé thdng tin, cdng téc cling nhw kha nang tim ki€m co ban. Chi phi cao hon so vdi
cdu hinh tridc vi ban can ban quyén Microsoft SQL Server, nhung khéng bi gidi han kich thudc database. Néu
ban da dwoc dau tw phién ban Microsoft SQL Server 2005 hodc 2008 nén 64-bit, va né cling can bd nhd, 6 cirng
va CPU twong thich, ban cé thé cai dit SharePoint Foudation trén cling server.
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‘ Trong gido trinh co’ ban vé quan trj SharePoint 2010, ban sé dwgc cai dit theo mé hinh Single-Server.

Gi¢i thiéu Config Database va Content Database

SharePoint Foundation st dung hai loai database: config database va content database. Trong qua trinh cai dat
SharePoint Foundation, hé théng s& tao ra 2 loai database nay tuy thudc vao cdu hinh cta ban. Hai loai
database chira cac théng tin sau:

e Configuration database: day la database chra toan bd théng tin cdu hinh cia SharePoint Foundation,
chdng han tén tit c& cic server trén farm, cic thiét 1ap va SQL Server s dung. Chi c6 mét
configuration database duy nh&t cho méi farm bat k& s8 lwgng SharePoint Foundation va SQL
database. M3c dinh tén ctia Configuration database la SharePoint_Config

e Content database: day la database ch(ra toan bd di liéu va thong tin clia cdc website trén SharePoint
Foundation, ch3ng han céc list, thw vién tai liéu va cac website. Bén canh dé, database con lwu tri cac
di liéu vé tén tai khoan, thiét 1ap quyén han. Mét doanh nghiép I&n ¢6 hon 1.000 content database.
M3c dinh tén ctia Content database la WSS_Content.
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CHUONG 3 - CAI PAT VA CAU HiNH SQL SERVER 2008
R2

Chwong 3 ban sé dwoc cai dat va cdu hinh SQL Server 2008 R2 trén server chay hé diéu hanh Windows Server
2008 R2 Active Directory.

1. Download source cai dat SQL Server 2008 va giai nén ra thu muc. Click vao Setup.exe
2. Tai clra s6 SQL Server Installation Center, click Installation. Sau dd click New Installation or add
feature to an existing installation. Click Next.

'i: SQL Server Installation Center =] E3
Planning o = Mew installation or add Features to an existing installation,
- h Launch a wizard to install SOL Server 20058 RZ in a non-clustered
Installation
environment or ko add Features ko an existing SQL Server 2003 B2
Maintenance instance.
Toals el = Mew SOL Server Failover clusker installation
Resolrces h Launch a wizard to install a single-node SQL Server 2008 RZ Failover
chister,
Advanced
i Add node to a SOL Server Failover cluster
Options =Y Lr | ) .
- Launch a wizard to add a node ko an exisking 30U Server 2003 B2
Failover cluster,
ﬁ pgrade From 30L Server 2000, SQL Server 2005 or 301 Server 2008
Launch a wizard to upgrade SQL Server 2000, 0L Server 2005 or
S0L Server 2008 bo SOL Server 2008 B2,
£ Search for produck updates
Search Microsoft Update For 0L Server 2005 Rz product updates,
'?EQ-\ Rlicreof
~ SQLServerzo8r2

3. Trén trang Setup Support Rules, hé thong sé ki€m tra cac yéu cau trudc khi ti€p tuc cai dat. Click Next.
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%% SOL Server 2008 R2 Setup [_TO]

Setup Support Rules

Setup Support Rules identify problems that might ocour when wou install SQL Server Setup support Files, Failures must be corrected
before Setup can conkinue,

Setup Support Rules COperation completed, Passed: 7. Failed 0. ‘\Warning 0. Skipped 0.

Hide details << Re-run |

Wiew detailed report

Rul| Rule Status
e Minirurn operating swskenn version Passed
@ Setup adminiskratar Passed
@ Restart computer Passed
@ Windows Management Instrumentation (WMI) service Passed
@ Consistency validation For SOL Server registry keys Passed
@ Long path names to files on SQL Server installation media Passed
@ SCL Server Setup Product Incompatibility Passed

ol Cancel

A

4. Trén trang Product Key, ddnh ddu chon vao Enter the product key va nhap key. Click Next.
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%% SOL Server 2008 R2 Setup |_ (O] x|

Product Key

Specify the edition of SQL Server 2008 R2 to install,

Product Key Yalidate this instance of SOL Server 2008 R2 by entering the 25-character key From the Micrasoft certificate of
authenticity or praduct packaging. You can also specify a free edition of SOL Server, such as Evaluation or
Express, Evaluation has the largest set of SQL Server features, as documented in SQL Server Books Online, and
Setup Support Files is activated with a 180-day expiration. To upgrade from one edition to another, run the Edition Upgr ade \Wizard,

License Terms

= Specify a free edition:

IEvaIuation j

¢ Enter the product key:

IP'I_I'CF—PCY2G—D9V8F—SJ FEE-xHEIP|

< Back Mext = Cancel

4

5. Trén trang License Terms, danh ddu chon vao | accept the license terms dé chap nhan diéu khoan st
dung. Click Send feature usage data to Microsoft. Feature usage data includes information about
your hardware configuration and how you use SQL Server and its components dé giri thong tin st
dung dén Microsoft.

6. Trén trang Setup Support Files, click Install

7. Trén trang Setup Support Rules, click Next.

8. Trén trang Setup Server Feature Installtion, danh ddu chon SQL Server Feature Installation dé cai dit
thém cdc tinh nang khac. Click Next.

{* 50L Server Feature Installation

Install S0L Server Database Engine Services, Analvsis Services, Reporting Services, Integration Services, and
okher Features,

9. Trén trang Feature Selection, danh d4u chon cac tinh nang ma ban muén stv dung. Click Next.

10. Trén trang Installtion Rules, hé théng ti€p tuc ki€m tra trang thai. Click Next.

11.  Trén trang Instance Configuration, dé m3c dinh cho instance |a Default instance. Néu ban mudn thay
déi tén instance thi ddnh ddu chon vao Named instance sau d6 nhap tén can déi. Click Next.
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12. Trén trang Disk Space Requirements, xem lai yéu cau dung lwgng st dung. Click Next.

Disk Usage Summary:

El--@ Drive C: 6108 ME required, 12072 MB available
b System Drive (CH): 3189 MB required
----- Shared Install Directory (C:\Program Files\Microsoft S0L Servert): 1415 MB required
(- Inskance Direckory (C:\Program Files\Microsoft S0L Serverl): 1504 MEB required

13. Trén trang Server Configuration, click Use the same account for all SQL Server services dé thiét Iap tai
khoan st dung trong SQL Server.

Use the same account For all SQL Server 2008 B2 services

Specify a user name and password For all S0 Server service accounks,

ISQL Server Browser | MT AUTHORITYILOCAL 5., | | Disabled j

ices

Account Mame: II'CTE"fH".-':'-'jl'l'lil'lis'IVEI'I'r j Brawse. .,

Eere I*********|

I Cancel

14. Trén trang Database Engine Configuration, danh ddu chon vao Windows authentication mode. Tai
Specify SQL Server administrators click Add Current User néu ban thiét 1p tai khoan hién tai ma ban
dang str dung lam tai khoan truy cap vao Database Engine. Ngoai ra ban cé thé click Add dé thiét 1ap

mot tai khoadn khac. Tai tab Data Directoris va FILESTREAM cho phép ban thay d6i noi lwu triv. Click
Next dé ti€p tuc.
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15.

16.

17.

18.

19.
20.
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Specify 0L Server administratars

TCT24H Adriniskratar (Administrakor)

add Current Userl add., .. | Remu:wel

Tuwong tw v&i Database Engine, trén trang Analysis Services Configuration cho phép ban thiét 1ap tai
khoan dé truy cap vao dich vy Analysis Services. Click Next.

Trén trang Reporting Services Configuration, dédnh ddu chon Install the native mode default
configuration. Click Next.

Trén trang Error Reporting, ban nén danh dau chon vao Send Windows and SQL Server Error Reports
to Microsoft or your corporate report server. This setting only applies to services that run without
user interaction dé giri cac truc tric, van dé 16i dén Microsoft dé€ nhan dwoc hd tro tir Microsoft. Click
Next.

Trén trang Installation Configuration Rules, hé thdng kiém tra [an cudi trwdc khi cai dat. Click Next.
Trén trang Ready to Install, xem lai t6ng quan cac thiét 1ap lan cudi trwdc khi cai dat. Click Install.

Trén trang Complete, click Close.
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CHUONG 4 - CAI DAT SHAREPOINT FOUNDATION 2010

Trudc khi cai dat SharePoint Foundation 2010 ban can phai cai dat mot s6 phan mém va &ng dung can thiét.
Microsoft cung cdp cho ban mét cong cu c6 tén SharePoint 2010 Products Preparation Tool. SharePoint 2010
Products Preparation Tool 1a cong cu ty déng download vacai dat mét s6 ¢rng dung can thiét triede khi cai dat
SharePoint 2010. D& sir dung cong cu nay, may tinh ban can c6 két ndi Internet.

1. Click tap tin cai dat SharePoint 2010. Click Install software prerequisites.

resofte A 2
SharePomt' Foundation 2010

Review hardware and software requirements
Read the installation guide

Read the upgrade quide

Install software prerequisites

Install SharePoint Foundation

Visit Windows Update

:’ _’r lﬁ‘&\ Visit product website
% i

\%

2. Xem danh sach cac thanh phan ma céng cu chudn bj download va cai dat. Click Next.
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Microsoft® SharePoint® 2010 Products Preparation Tool |

Welcome to the Microsoft® SharePoint® 2010
Products Preparation Tool

The Microsoft® SharePoint® 2010 Products Preparation Tool chechs your computer for
required products and updates. it may connect to the intemet to download products from the
Microsoft Download Center. The tool installs and corfigures the following products:

* Application Server Role, Web Server (115) Role

+ Microsoft SGL Server 2008 Mative Client

+ Hotfix for Microsoft Windows (KBS 76462)

* Windows |dentity Foundation (KBS74405)

* Microsoft Sync Framework Runtime v1.0 (c64)

+ Microsoft Chart Controls for Microsoft .MET Framework 3.5

* Microsoft Fiter Pack 2.0

+ Microsoft SGL Server 2008 Analysis Services ADOMD.MET
* Microsoft Server Speech Platform Runtime fc64)

» Microsoft Server Speech Recognition Language - TELE(en-US)
« SGL 2008 R2Z Reporting Services SharePoint 2010 Add-in

Leam more about these prerequisites

< Black Mext = Cancel

3. Trén trang License Terms for software products, danh diu chon I accept the terms of the License
Agreements(s) dé chdp nhan cac diéu khoan str dung. Click Next.

N&u ban nhan dwoc théng bdo “Loading this assembly would produce a different grant set from other instances.
(Exception from HRESULT: 0x80131401)” ban can phai cai dat hotfix KB963676. Download tai
http://support.microsoft.com/kb/963676

4. Dgi hé thong ty dong download va cai dat cac thanh phan can thiét trwdc khi cai dat SharePoint
Foundation 2010.
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Microsoft® SharePoint® 2010 Products Preparation Tool |

Microsoft® SharePoint® 2010 Products Preparation Tool
Mow Installing Prerequisites .

Canfiguring Application Server Role, Web Server ([15) Raole

]

Started 5:10:08 PM, running for 0:00:15

4 Black [ext = | Cancel I

5. Trén trang Installation Complete, click Finish.
Quay lai trang dau tién khi cai dat. dlick Install SharePoint Foundation.

7. Trén trang Read the Microsoft Software License Terms, ddnh d&u chon vao I accept the terms of this
agreement dé chdp nhan cac diéu khoan str dung clia Microsoft.

8. Taitrang Data Localtion, chon dwdng dan Ivu trir SharePoint Foundation 2010

Data Location |

) Data Location
L& &

If you intend to use this computer as a search server, the search index files will be stored on
the local hard drive, These files can be very large, so ensure that there is suffident free
space on the selected drive. To change where Microsoft SharePoint Foundation 2010 will
store its search index files, didk Browse, and then select the location.

IFIH": \Program Files\Common Files\Microsoft SharedWeb Server Extensions1: Browse... |
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9. Click Install Now dé cai dat.
10. Sau modt thoi gian cai dat xong, trén trang Run Configuration Wizard, dénh ddu chon Run the
SharePoint Products Configuration Wizard now va click Close.

[ﬁ' Microsoft SharePoint Foundation 2010

NE&u cai dat that bai vi mét Ii do nao dd, ban cé thé ki€ém tra trong log, ndm trong thu muc TEMP cla tai khoan
user ma ban dang st dung. Click Start, nhap %temp% vao 6 tim kiém. Click vao Temp, sau d¢ kiém tra trong log,
tén file [a Microsoft Windows SharePoint Services 4.0

11. Né&u rng dung SharePoint 2010 Products Configuration Wizard khong tw dong chay, ban ¢4 thé m& né
bang cach vao Start > All Programs > Microsoft SharePoint 2010 Products Configuration Wizard.
12. Taitrang Welcome to SharePoint Products, click Next.
13. HOp thoai SharePoint Products Configuration Wizard hién thi, thong bdo vdi ban can phai khdi dong lai
3 dich vu sau trong qua trinh cdu hinh, bao gom:
e Internet Information Services
e  SharePoint Administration Service V4
e SharePoint Timer Service V4
Click Yes dé€ chap thuan.
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SharePoint Products Configuration Wizard |

The following services may have to be started or reset during
I_\ configuration:

Internet Information Services
SharePoint Administration Service V4
SharePoint Timer Service V4

Choose yes to restart the services if required and continue with
the configuration wizard or no to exit the configuration wizard.

14. Taitrang Connect to a server farm, danh dau chon Create a new server farm. Click Next.
15. Tai trang Specify Configuration Database Settings cho phép ban cdu hinh database.

SharePoint Products Configuration Wizard - | Ellﬁl

Specify Configuration Database Settings

All serversin aserver farmmust sharea configuration database, Typethe databaseserver and database
name, If the database does not exist, it will be created. To reusean existing database, the database must be
empty. Foradditional information regarding databaseserver security configuration and network acoess
pleasesee help.

Databaseserven Isharepnintztl 10

Database name: ISharEP‘Dint_Cu:unﬁg

Specify Database Access Account

Select an existing Windows account that this machine will always useto connect to the configuration
database. Ifyour configurationdatabase ishosted onanotherserver, you must specify a domain account.

Typetheusernamein the form DOMAINYUser_MName and passwordforthe account.

Username: [1CT24H\Administrator
Password: |"uuuu
< Back | Mext = Cancel |
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e TaiDatabase server: nhap tén server dong vai tro database server.

e Tai Database name: d3t tén cho Configuration database, ban c6 thé d€ mac dinh la SharePoint_Config.
e TaiUsername: nhap tén tai khoan cé quyén quan trj trén database server.

e TaiPassword: nhap mat khau cho tai khoan trén.

Click Next.

16. Tai trang Specify Farm Security Settings, nhap cum mat khu cho SharePoint farm. Day la mat khau
ma ban st dung dé thém mdot server vao farm. Click Next.

SharePoint Products Configuration Wizard =0 x|

Specify Farm Security Settings

Please entera new passphraseforthe SharePointProducts farm. This passphraseis usedto secure farm
configuration data andis required for each serverthat joins the farm. The passphrasecan be changed after
thefarmis configured.

Passphrase |""uuu
Confirm passphrase: |"""""
< Back Mext = Cancel

17. Tai trang Configure SharePoint Central Administration Web Application, danh ddu chon vao Specify
port number va nhap sé hiéu port tly thich. Banh ddu chon phwong thirc chivng thirc. Click Next.
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SharePoint Products Configuration Wizard =100 x|

Configure SharePoint Central Administration Web Application

A SharePoint Central Administration Web Application allows you to manage configuration settings for a server
farm. Thefirst server added toa server farm must host this web application. To specifya port number forthe
web application hosted on this machine, check the box below and type a number between 1 and 65535, If
you dao not specify a part number, arandom one will be chosen.

[T Specifyport number:l}EE-’::

Configure Security Settings

Kerberos is therecommended security configuration to use with Integrated Windows authentication. Kerberos
requires special configuration by the domain administrator. NTLM authentication will work with amy
application poolaccountand the default domainconfiguration. Show memare information.

Choosean authentication provider forthis Web Appliction.

* NTLM
{” Megotiate (Kerberos)

9|

= Back Mext = Cancel

18. Trén trang Completing the SharePoint Products Configuration Wizard, xac nhan lai cac thong tin
trudc khi cau hinh. Click Next.

Completing the SharePoint Producdts Configuration Wizard

Thefollowing configuration settings will be applied:

m Configuration Database Server |sharepoir1t2010 |
m Configuration Database Name |SharePuint_Cnnﬁg |
m Hostthe Central Administration Web Appliction |yes |
m Central Administration LURL |htt|:|:ﬂsharepoir1t2010:35265|
m Authentication provider ||'~.|'|'LM |

Click Mext to apply configuration settings.
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19. Tai trang Configuring SharePoint Products, hé théng dang cau hinh va tao database.

SharePoint Products Configuration Wizard -10] x|

Configuring SharePoint Products

Please waitwhile SharePointProducts areconfigured.

Performing configurationtask 3 of 10

Creating the configuration database..

9|

Cancel

20. Dgi cho dén khi hé théng hoan tat qua trinh cu hinh. Tai trang Configuration Successful, x4c nhan lai
cdc théng tin cudi cling.

The following configuration settings were succes sfully applied:

m Configuration Database Server |sharepoint2010 |
m Configuration Database Name |5harePnint_Cnnﬁg |
m Hostthe Central Administration Web Applicstion |1,-.,=_-5 |
m Central Administration URL |h’c|q:|:Hs;har».=_-|:n::uir1t2t]1CI:!.“rﬁllﬁi.’ur |
m Authentication provider |NTLM |

21. Click Finish.
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Sau khi cau hinh database hoan tat, hé thong hdi ban vé van dé cdu hinh Farm Configuration Wizard. Thyec hién

cac bwdc cubi cling.
22. Tai hép thoai Help Make SharePoint Better, ddanh ddu chon Yes, I am willing to participate

(Recommended) dé ch&p nhan tham gia chwong trinh cdi thién SharePoint.

Help Make SharePoint Better

Sign up for the Customer Experience Improvement
Program and automatically upload error reports to

You can help make SharePoint better by signing up for the Customer
Experience Improvement Program and automatically sending error Microsoft
es, I am willing to participate (Recommended).

Do you want to help make SharePoint better?

reports to Microsoft.
C No, I don't wish to participate.

More Information

0K

23. Click OK.
24. Tai hop thoai How do you want to configure your SharePoint farm, chon Cancel dé hly bé qua trinh

cau hinh. Ban sé& tw cau hinh vao thoi diém khac.
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CHUONG 5 - CAU TRUC TRONG SHAREPOINT
FOUNDATION 2010

SharePoint Foundation 2010 Ia mét (rng dung web. Do d6 né ¢6 céu tric nhu sau:

IIs

Application Pool

Web Application

Cantent Database

Site Collection

Web Application

Application Pool

Web Application J

b, A

Cau tric trong SharePoint Foundation

Mot site collection |a top-level site, c6 thé chira nhiéu subsite bén trong né.

Mai site collection chay bén trong mét (rng dung web.

Mot tng dung web c6 thé chira nhiéu site collection.

M6t web application két n6i d&€n mdt hodc nhiéu content database. Céc content database duwoc lwu
tri¥ trong SQL Server.

Cac &ng dung web nam trong mét application pool.

Tat ca cac application pool chay trong Internet Information Services (11S).

v'1IS 1a mét dich vu trong Windows Server dé€ quan ly cac (ng dung web, vi du la SharePoint.

LSRN NN

AN
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Bén canh d6, ban c6 thé xem c&u phan cap site trong SharePoint.

Server Farm
Web Web Web
Application Application Application

Web Applications
Site Site Site ]

contains Collection Collection Collection

Site Collections

Sites Lists Libraries J

contains

Sites

Lists Libraries Sites }

contains

Lists and Libraries

] Documents Items Folders ]
contains

Website quan tri va website danh cho ngwoi dung
Mac dinh, ¢4 2 loai website co’ bdn dwoc tao khi hoan tat cai dat SharePoint Foundation.

e SharePoint Central Administration: dwgc stv dung dé cdu hinh va quan ly trong moi triedng SharePoint
Foundation. Vi du tao mét (rng dung web va site collection mdi.

e Website danh cho ngwéi dung: dwoc siv dung danh cho nhém ngudi dung dé lam viéc cong téc, vi du
Team Site dwoc st dung dé€ codng téc trong mang ndi bd. Gilip nguwdi dung c6 thé lam viéc nhdém, tao
cdc vung chia sé).

Mot phan quan trong dé phan biét gira hai loai website nay la quyén truy cap. Trong khi tat cd moi nguwdi dung
déu c6 thé truy cap vao website danh cho ngudi dung thi chi cé quan tri vién méi truy cap vao dwgc SharePoint
Central Administration.




viéc tao va tuy chinh giao dién site template.

Cac site template trong SharePoint Foundation
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CHU'ONG 6 — QUAN LY SITE TEMPLATE

Trong chwong nay ban sé duwgc tim hiu vé cdc site template co ban trong SharePoint Foundation cling nhu

Site Template

M6 ta

Muc dich sir dung

Team Site

Blank Site

Document Workspace

Blog

Group Work Site

Basic Meeting Workspace

Blank Meeting Workspace

Decision Meeting Workspace

Social Meeting Workspace

Multipage Meeting Workspace

Duwa trén Wiki site, bao gom cac list
va thw vién dwoc str dung dé chia
sé thong tin, danh cho cac nhém
vira va nho.

Template co ban, khéng chira cac
list va thw vién nhw Team Site.
Blank Site cho phép ban tuy chinh
giao dién trén site.

Mot site co ban dugc st dung dé
cdng tac chia sé tai liéu. N6 bao
gom  nhiéu list (vi du
Announcment, Calendar va moét
thw vién tailiéu)

Puoc thi€t k&€ dé quan ly cac bai
viét cd nhan. Bao gém cac list vé
bai viét, chuyén muc, binh luén,
thuw vién anh.

Site co ban véi mot thuw vién tai
liéu, gobm nhiéu list co’ ban.

Site co ban gém cdc thanh phan
dugc st dung cho cac budi hop,
hoi nghi. Cac list co ban gom ngu i
tham dv, chuong trinh nghi si va
cac doi twong khac.

Site co’ ban cho phép ban ty xay
dung site danh cho hop nhém, hoi
nghi dwa trén Basic Meeting.

Mot site co ban cho nhirng giai
phdp ctia mét cuéc hop nhém. Site
chra cac list nhw chwong trinh
nghi sw, ngwoi tham du, cong viéc
va cac tailiéu.

Site co ban cho céc sw kién. Gém
danh sach ch&ra chuwong trinh,
khach moi, nguwoi tham dy, cha dé
thao luén

Site co’ ban cho cudc hop. Tuwong
tw v&i Basic Meeting nhung cho
phép ban tao ra nhiéu trang web
dé quan ly nhiéu nodi dung.

Danh cho céc phong ban nhé trong
mang ndi bd, cdc site di an hodc
site cong tac co ban.

Puwoc st dung khi ban muén tao
tat cad cdc list va thu vién ngay tir
dau.

Pugc siv dung dé chia sé tai liéu.

Puwogc st dung cho muc dich site ca
nhan.

Puwoc stv dung khi mét nhém can
mot site chia sé tai liéu, lich lam
viéc, danh ba lwu trr thon tin.
Pugc st dung cho cac budi hop,
hoi nghi. Site twong tac vdéi ing
dung Microsoft Outlook.

Purgc sir dung dé tao ra site tuy
thich dwa trén site co ban la Basic
Meeting.

Phuc vu twong ty Basic Meeting

St dung cho cac buéi sy kién,
chang han sinh nhat clia cong ty, t&
chirc bira tiéc trong cong ty.

St dung site nay khi ban can lam
viéc v&i nhiéu list va thw vién hon
so vdi Basic Meeting.
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Tao Site Collection

P& tao Site Collection, thwc hién cac bwéc sau:

1. Click Start > All Programs > Microsoft SharePoint 2010 Products > SharePoint 2010 Central
Administration.
2. Taigiao dién Central Administration, click Create site collection.

SharePoint 2010 Central Administration

Tao Site Collection =

Central _ _

Administration | Application Management
L l > Manage web applications

S Ton e TEE LS han Create site collections

System Settings Manage =service applicaticns
N Manage content databazes

Monitoring

Backup and Restore Monitoring

Security |‘.':V‘l\u\| Review problems and solutions

- ) Check job stat
Upgrade and Migration Frk Job Status

g::t;enr;; Application r.f‘ . Secu I’it‘y‘
_ _ _ !  Manage the farm administrators group
Configuration Wizards Configure service accounts
& General Application Settings
l - 4 Configure send to connections

3. Tai trang Create Site Collection, chon (rng dung web tai Web Application. Néu ban chi c6 mét &ng
dung web thi d&€ m3c dinh.
4. TaiTitle, nhap tiéu dé cho site collection. Tai Description, nhap mé ta hodc mot cau slogan nao do.

Title and Description i
Title:

Type a title and description for your new site, The |ICT24H
title will be displayed on each page in the site,

Description:
Chia =& cing nghé - K&t ndi thanh cdng ;I

[~
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5. Tai Web Site Address, ban c6 thé d€ méc dinh, cho phép ban tao mot Top-level site v&i URL mac dinh.
Né&u ban mudn str dung mét URL khéc, c6 thé chon sites va nhap tén cho URL.

Web Site Address

URL:
Specify the URL name and URL path to create a http:/ /sharepoint2010| /sites/ = |[Home
new site, or choose to create a site at a spedific p:/ pe [)I _" |
path.

To add a new URL Path ao to the Define Managed
Paths page.

Tai Template Selection, chon mot template cu thé.
. TaiPrimary Site Collection Administrator, nhdp tén tai khoan déng vai tro quan tri site collection.
8. Tai Secondary Site Collection Administrator, nh3p tén tai khoan th(&+ hai dong vai tro quan tri site

collection.
9. TaiSelect a quota template, d&€ mac dinh No Quota.

Select a template:
Collaboration | Meetings | Custom

Blank Site
Document Worlkspace

Blog
Group Work Site

A site for teams to quickly organize, authar, and share information, It
provides a document library, and lists for managing announcements, calendar
items, tasks, and discussions.

User name:

| ICT24H\administrator ; | E./ [
User name:

|ICT24H"-.nnthuan | &,

Select a quota template:

IND Quota "I

Storage limit;
Mumber of invited users:
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10. Click OK dé bat dau tao site collection.
11.  Click OK dé xac nhan.

The new top-level site was created successfully with the specified URL. If vou have permission to view the
Web site, vou can do so in a new browser window by clicking the URL. To return to ShareFoint Central
Administration, click OK .

http://sharepoint2010

Ok

12. M& trinh duyét va dang nhap bang URL ban md&i tao.

System Account -

Site Actions ~ @l { Browse

ICT24H » Home

v Chia =& cdng nghé - K&t ndi thanh céng

Home Search this site. . I 7 |
Libraries

Site Pages Welcome to your site!

Shared Documents

Add a new image, change this welcome text or add new lists

Lists to thiz page by clicking the edit button above. You can click
i on Shared Documents to add files or on the calendar to
Calendar create new team events. Use the links in the getting started
Tasks section to share your site and customize its look.

Discussions

Shared Documents
Team Discussion

T Type Name Madified Maodified By
= : There are no items to show in this view of the "Shared
4 Recycle Bin Documents" document library. To add a new item, click

B Al Site Content Newon otoart

gk Add document

Navigation trong Team Site

Team Site la noi d€ cac thanh vién, nhan vién trong phong ban cd thé chia sé théng tin, upload tai liéu, tuy
chinh giao dién. Trong phan nay, ban sé dwoc lam quen vdi giao dién Team Site.

1. Khu vire dau tién dwoc goi la Top banner v&i menu Site Action nam ngoai ciing bén trai. Day 1a menu chi
hién thj khi ngwoi dung cé quyén chinh sira né trong site. Néu ban khong gén quyén cho mét tai khoan
nao thi & team site s& khong hién thi menu Site Action nay. Ti€p theo la biéu twong Navigate Up hién thi
giéng nhu biéu twgng cdia mot thw muc. Click vao biéu twgng nay nay ban sé dwgc thdy mot cdu tric site
6 phan c8p bat dau tir top-level site. Biu twgng ti€p theo trong gidng nhu mot cay but chi, day 1a bi€u
twong Edit. Bén canh dd, khi click vao icon nay s& hién cdng cu Formatting Text va Insert gilip ban tuy
bién trang chi tiét hon. TIEp theo la Browse, khi click vao Browse trang chi sé hién thj mac dinh clia
trang. Bén canh menu Browse la menu Page. Menu Page cho phép ban ¢ thé thiét 1ap quyén han dé
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xem trang, dat lam trang chu....Cudi cing, & géc phai cla banner hién thi tai khoan st dung hién tai. Tai
day cho phép ban cd thé thiét 1ap thong tin clia tai khoan, thay d6i mot tai khoan khac hodc dang xuat.

7] 1CT24H Team - Home 0~ B - [ = - Page~ Safety~ Took~ b~

} X o System Account ~
Site Actions ~ B ! Browse Page

¢ i ICT24H T H
. SharePoint 2010 eam » Home @

Site danh cho nhém nghién ciu céng nghé ICT24H

Home @ Search this site -] (7]

Libraries

Site Pages Welcome to your site!

Shared Documents @
Lists @ it ¢

Calendar

Tasks

Discussions

Team Discussion
Modified Modified By

v in this view

\& Recycle Bin

_j] All Site Content

4 Add document

2. Khuviee s6 2 goi la Title Area (hay con goi la khu virc tiéu dé). Day la noi hién thj tén cla team site cling
nhw mé ta vé team site.

3. Khu vire s8 3 goi la Top Link thé hién cac sub-site. Khi nguwdi dung tao mot site méi, ho sé dwoc chon lya
6 hién thj site d6 1én khu vire s6 3 nay hay khéng.

4. Khu vic sé 4 goi la Quick Launch lién két dén thuw vién, danh sach luwu tri va cha dé thao luan. Tuy thudc
vao quyén han, ban c6 thé thiét 1ap cho cac lién két nay hién thi & Quick Launch.

5. Khu vye s6 5 goi la Main Content. Day la khu vire hién thjndi dung clia team site. Ban ¢6 thé thay déi bo
cuc clia team site va cé thé chinh sira, upload tai liéu..v.v tai day.

Tuy chinh giao dién Team Site

PE tuy chinh giao dién Team Site, ban ¢6 thé click Site Action > Edit Page hodc click tab Page trén thanh
Ribbon. Sau d¢ click Edit.

= . |5# Page History Q ) \j e : @ H:il‘
L‘E’ \——% [ $Page Permissions "'EL ﬁ _I@ =

Edit JCheck Out Edit Rename E-mail a Alert Make Incoming  Library Library  View All
- - Properties » Page X Delete Page Link ke ~ Homepage  Links Settings Permissions Pages
Edit Manage Share & Track Page Actions Page Library

Ban ¢4 thé str dung cdc cong cu trén thanh Ribbon dé chinh stra ndi dung bén trong giao dién chinh cda site.




S50 GIAO TRINH QUAN TRI SHAREPOINT 2010 -

BASIC

Shared Documents

Céng théng tin ndi bé cia ICT24H Team

Lists
Calendar
Shared Documents
Tazks
[T Type Mame Modified Modified By
Discussions There are no items to show in this view of the "Shared

) ) Documents” document library. To add a new item, click
Team Discussion "Mew" or "Upload".

gk Add document

=
l&a)

Py

Recycle Bin

PE thay ddi bd cuc cla site, tai tab Format Text trén Ribbon, click Text Layout.

Page

Editing Tools
Site Actions - Browse Page Format Text Insert
w Cut [ — .
l i [% ! Verdana - &pt - 1= iz EE I '"‘ & |_
5 & Cl Check Qut  Past LR b? A A Styl
ave ose Check Cu aste = oahr A L === es
. . = ¥) Undo . B 7 U abex x - — == - La)
Edit Clipboard Font Paragraph Styles La
Libraries
. Y ALY fa d Fam
Site Pages Chao ming ban dén v&i ICT24H

L]

> mung ban dén vai ICT24H

16ng tin ndi bd caa ICT24H Team

d Documents

Type Mame Modified Modified By

are no items to show in this view of the "Shared
ients" document library. To add a new item, click
or "Upload".

d document

Farmat Text
ut pp— | = <> 2% -
Verdana | &pt - = E: s ﬂﬁ e
‘opy boared <> [ select-
2 (EE7, A LA = Text | Markup
Indo . B 7 U abe x, x — [ = Layout »| Styles - “é} HTML -
d Font Paragraph Styles One column

One column with sidebar

Two columns

Two columns with header

Two columns with header and footer

Three columns

Three columns with header

The L Shln Bl

Three columns with header

Three equally sized columns with a
header that spans all three,

Pattinn Ctartad




t74| GIAO TRINH QUAN TRI SHAREPOINT 2010 - BASIC

Pé dwa mot hinh anh vao trong site, click tab Insert trén thanh Ribbon. Click Picture va chon From Computer
néu ban muén dwa hinh anh tlr may tinh 1én. Néu ban mudn s&r dung mét dia chi URL cda hinh anh, click From

Address.

Site Actions ~

3 |bd

o B

Editing Tools

Browse Page

Q@

Format Text

Insert

(T

= |
Table Picture Link Upload Web Existing New
- - File Part List List
Tables From Computer |2 Web Parts

Al ol

Librarig From
Site Pages
Shared Docur

Insert Picture From Computer

Upload and insert a picture from
your computer onto the page.

Site Actions = @

X
"
"

Erowse Pag

Editing Tools

e Format Text Layout

Table Tools

Sau khi tuy chinh giao dién chinh, click Save & Close trén thanh Ribbon.

Design

| i Cut [p—
Verdana * Ept - = I—
Save & Close |Check Out  Past Ll b7, A. A Styl Tet N
ave ose eck Ou aste @ abr - - === es e ]
. . - ¥) Undo . B I U abex x - = == - Layout - 5
Edit Clipboard Font Paragraph Styles Layout

Users and Permissio
People and groups
Site permissions

Galleries

Site columns

Site content types
Web parts

List templates
Master pages
Themes
Solutions

Site collection administrators

Str dung Look and Feel dé tuy chinh giao dién

SharePoint Foundation cung c&p cho ban tinh nang Look and Feel dé tuy chinh giao dién theo y ban, dé truy
cap vao Look and Feel, tai menu Site Actions chon Site Setting.

ns l

Look and Feel

Title, description, and icon
Quick launch

Top link bar

Tree view

Site theme

Site Actions

Manage site features

Save zite az template

Site Collection Web Analytics reports
Site Web Analytics reports

Reset to site definition

Malata thic cita
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Thay ddi tiéu dé, md ta va logo trén site
Pé thay d6i tiéu dé, mo ta va logo trén site, click Title, description, and icon.

Title:
|1CcT24H

Description:
Chia =& cong nghé - K&t ndi thanh cdng :I

[

URL:

|http:f,-"in::t24h.netfimagesflogn.png|
Click here to test

Enter a description {used as alternative text for the picture):
]
=

0K | Cancel

Click OK dé hoan tat thiét Iap. Kiém tra logo tai trang cha.

site Actions ~ #f B BRI

ICT24H » Home

Chia s& cdng nghé - K&t ndi thanh cdng

Tuy chinh Quick Launch

Ban cd thé tuy chinh cdc chuyén muc hién thj trén Quick Launch bang cach click Quick Launch bén dwdi tinh
nang Look and Feel.

Look and Feel

l E |
! 2, e n, and ican
uick launch

Top link bar
Tree view
Site theme
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Tai trang Quick Launch, ban c6 thé thay déi tén cic chuyén muc, tao mot chuyén muc méi, thay déi thé tv
chuyén muc.

Dé thay d6i tén chuyén muyc, click vao biéu twong bén canh céc chuyén muc.

I Thay déi tén chuyé&n muc
Libraries

Site Pages

Shared Documents

Lists
Calendar
Taczks

Discussions

Team Discussion
Tai Type the Web address, d& mic dinh. Tai Type the description dit tén cho chuyén muc.

Type the Web address:
I.-"_Iavl:u uts/viewlsts.aspx?BaseType=1

Type the description:
[Thur vién

Delete 0K Cancel

Click OK dé& hoan tat thiét I1ap. Bén canh dd, néu ban mudn xéa chuyén muc c6 thé click Delete.

Ki€m tra tai giao dién chinh cla site.

Home

Thu' vign

Site Pages

Shared Documents Chao mung ban dén véi ICT24H
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Ban 6 thé tao mdt chuyén muc méi va lién két né dén mdt URL trong site hodc mdt website khac. DE lam diéu
nay, click New Navigation Link.

=i New Mavigation Link | =i New Heading E?lt:hange Order

E} Thirvién I_ Tac chuy&n muc mdi va lién
. két d8n mit website
@ Site Pages

@ Shared Documents

@ Lists

E} Calendar

@ Tasks

Tai trang New Navigation Link, nhap dia chi URL, tén chuyén muc con va chon chuyén muclén.

URL
Type the Web address:
|http:;";"ict24h.netffurum|:|i5plav.php?E?-SHAREPDINT-SER\JER
Type the description:
|SharePu:uint Forum
Heading

RV - |

0K Cancel
Click OK dé& hoan tat thiét 1ap. Kiém tra tai site.
Thu vign
Site Pages
Shared Documents Chéo ml:rng ban

nttpsffict24h. netfforumdisplay. php?67-SHAREPQINT-SERVER.
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Néu ban muén tao mét chuyén muc I, click New Heading va thuc hién cac thao tac tvong ty véi viéc tao mot
chuyén muc méi & trén.

Quick Launch cung c&p cho ban chirc nang thay déi thirc tw cac chuyén mug, click Change Order.

=i Mew Mavigation Link =i New Heading E?-’ll:hange Order

Thur vién
Site Pages
Shared Documents Thay d&i thd ty cdc chuyén muc

SharePoint Forum

Lists
Calendar

Tai trang Reorder Links, ban c6 thé chon theo thi tw cac chuyén muc I&n, chuyén muc con.

Thr vién

Il "I Site Pages

|2 'I Shared Documents

I 3 - I SharePoint Forum
I 2 - I Lists

Il 'I Calendar
IE vI Tasks

|3 "I Discussions
I 1~ I Team Discussion

Click OK d& hoan tat thiét lap.
Lam viéc trén Top link

N&u ban muén thay d8i hodc thém mét menu trén thanh Top link, ban ¢4 thé click Top Link bar.
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Look and Feel

e : e :
Lw Title, description, and icon
| =l

Top link bar

Tree view
Site theme

Tai trang Top Link Bar, click New Navigation Link. Nhap cac thong tin can thiét.

Type the Web address:
Ihttp:,f',f’iu:.‘tM-h.netﬂ’index.php

Type the description:
|Dién dan|

Ok Cancel

Click OK dé& hoan tat thiét lap.

P

ICT24H » Home

Chia =& cong nghé - K&t ndi thanh cdng

Khu wvuc Top link

Home | Diéndan  Lién hé

Thu vién
Site Pages

Shared Documents Chao miung ban dén véi ICT24H

SharePoint Forum

Lists Cdng théng tin néi bé cia ICT24H Team

Ban c6 thé thay d6i th( tw cho cdc muc nay bang cach click Change Order va thyc hién cac thao tic tvong tw
phan Quick Launch.

Thiét 13p hién thi Quick Launch va Tree View

Ban ¢4 thé thiét 1ap cho phép hién thi Quick Launch ngoai giao dién site, bén canh dé ban cing c6 thé cho phép
hién thj cdc ndi dung trén site. D& thure hién diéu nay, click Tree View bén duéi Look and Feel.
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Tai trang Tree view, danh ddu chon Enable Quick Launch hodc Enable Tree View néu ban mudn hién thj ching

bén ngoaisite.

¥ Enable Quick Launch

M Enable Tree View

QK Cancel

Click OK dé hoan t&t thiét 1ap va kiém tra bén ngoai site.

Thu vién
Site Pages

Shared Decuments Chao mung ban dén véi ICT24H

SharePoint Forum

Cong thing tin néi bd cia ICT24H Team

Lists
Calendar
Tasks Shared Documents
) ) [T Type MName Madified Modified By
Discussions
. . There are no items to show in this view of the "Shared Documents" document libramn
Team Discussion To add a new item, click "New" or "Upload"”.

dr Add document

Site Content

Hién thi cdc néi dung cd trén
[EY Shared Documents zite

5} Site Assets

[E}Y Style Library
wf Announcements
ﬁ Calendar

'% Links

@3 Site Pages

éj Tasks

E‘ Team Discussion
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Thay d6i giao dién vé&i Site Theme

Phan cubi cing dé ban cd thé tly chinh giao dién & Look and Feel |a Site Theme. Site Theme cung c&p cho ban
nhiéu thw vién mau dé dé ban ¢4 thé chon cho minh mét giao dién tuy thich.

Select a Theme

Default {no theme)
Azure

Berry

Bittersweet

Ca*

Construct

| »

Conwvention
Felt
Graham
Grapello
Laminate
Mission

ENEEEEEEEN
Modern Rose

Hyperlink Followed Hyperlink Municipal
Head'ng Font corem ipsumn dolor sit amet... Pinnate

Ricasso

BOdy Font lorem ipsum dolor sit amet... Summer —
Vantage

Viewpoint j

|
]
L]
0l
|

LIl
HE
HE
[ ] |
HE

Apply Cancel |

Click Apply dé &p dung.

System Account -

site Actions - @ B WEChd

ICT24H » Home

Chia sé céng nghé - K&t ndi thanh cdng

Home  Diéndan  Lién hé | search this site... Al @

Thur vién
Site Pages
Shared Documents

SharePoint Forum

Céng théng tin ndi bé cia ICT24H Team

Lists
Calendar
Tasks Shared Documents
= . I Type Mame Modified Modified By
Discussions
: : There are no items to show in this view of the "Shared
Team Discussion Documents" document library. To add a new item, click "New"

or "Upload".
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Chwong 7 - LIST TRONG SHAREPOINT FOUNDATION

2010

SharePoint st dung list d€ lwu tri¥ cac thong tin. Hau nhw di liéu ma ban tao hodc st dung trong SharePoint
site déu chr trong mot list. M@i list 6 thé cé cac thudc tinh riéng biét dwgc goi la item. SharePoint Foundation
2010 di kém nhiéu mau list co’ ban. Bén canh dé, ban cé thé tao mot custom list dé€ str dung céc théng tin cla

ban mot cach linh hoat.

St dung list cho phép ban Iwu trir thong tin trong mdt cdu tric d€ ¢ thé dap ¢ng nhu cau clia nguwdi tao ra va
str dung di liéu trén list. List trong SharePoint con cho phép ban ki€m soat si hién thj thong tin.

Cac kiéu list trong SharePoint Foundation 2010

Kiéu List
Document Library

Form Library
Wiki Page Library
Picture Library
Asset Library
Announcements
Contact
Discussion Board
Links

Calendar

Tasks

Project Tasks
Issue Tracking
Survey

Custom List
Custom List in Datasheet
View

External List

Import Spreadsheet

M6 ta

Luu trr céc loai tap tin va tai liéu cho phép trong SharePoint. H8 trg chirc nang
Check out/in, Version history, siéu di liéu Metadata va kha nang dong b héa véi
SharePoint Workspace va Microsoft Outlook.

Lwu trr XLM form, vi du Microsoft InfoPath.

Lwu tr trang Wiki

Luu tri céc tap tin hinh anh. HS tro chic ndng Check Out/In, Version history, siéu
di® liéu metadata va trinh dién slideshow.

Luwu trlr cac tap tin hinh anh, audio, video. Hb trg’ xem trudc cac tap tin, chirc
nang Check Out/In, Version istory, Metadata....

Luwu tri céc thong bdo, tin nhan ngan, bao gdm dinh dang RTF, hinh anh, lién két
va dinh dang bang. Hb tro’ chirc nang version history va metadata.

Luwu trir théng tin lién lac cla cdc ¢ nhan. HS trg chirc ning version history,
metadata va déng bd véi Microsoft Outlook.

Luu trir cac bai viét thao ludn. H6 tro chirc nang version history, metadata va
dong bo véi Microsoft Outlook.

Luwu tri cdc lién két. HO tro cac giao thirc HTTP, HTTPS, FTP va céc kiéu URL nhw
FILE va MAILTO.

Luwu tri thoi gian cho cac sy kién nhu hoi thao, hop nhém, dat phong, deadline.
Hb trg’ chirc ndng version history, metadata va déong bo véi Microsoft Outlook.
Luwu trir cdc cdng viéc cho sy kién thdng qua thoi gian cu thé. HS tro chirc ndng
version history, metadata. Dong bd vdi Microsoft Outlook.

Luwu tri cac cdng viéc & nhan hodc ciia nhédm cho mot dy &n. Hb tro' chirc nang
version history, metadata.

Lwu tri® cac van dé can khac phuc, vi du trong mét dy an. Hb tro' chirc nang
version history, metadata.

Luu tr@ danh sdch céc cau hdi khdo sét, tham do. H6 tro bang thdng ké giao dién
truc quan, cho phép dwa di liéu tir Microsoft Access va Microsoft Excel vao.

Mot list chi ¢ cot tiéu deé (Title column). Ban cd thé tuy bién list nay.

Giéng nhu Custom List nhuwng kiéu list nay sé hién thj & dang bang tinh, gidp ban
nhap gia tri dé dang.

Mét list duwoc két néi dén cac ndi dung bén ngoai. List nay hd trg' két ndi dén
ngudn di liéu bén ngoai. List khong hb trg' metadata va Version history.

Tao ra Custom List tir bang tinh Excel.
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Tao mét List

Custom List dwgec xem nhw mét céch gidi thiéu cling nhw quan ly list co ban va t8t nhat. D& tao mdt Custom
List, thirc hién cac budce sau:

1. Trén trang chd site, click Site Actions > More Options.

site Actions - | g B Page

= Edit Fage
% Edit the contents of this page.

_J Sync to SharePoint Workspace

S-ﬂ_ Create a synchronized copy of
= this site on your computer.

= New Page
Create a page you can

customize.

| New Document Library
_D Create a place to store and
zhare documents.

New Site
0 Create a =ite for a team or
project.

More Options...
Create other types of pages,
listz, libraries, and sites.

= Wiew All Site Content
Yiew all libraries and lists in
this =ite.

Edit in SharePoint Designer
Create or edit lists, pages, and
workflows, or adjust settings.

Site Permissions
@ Give people access to this site.

2 Site Settings
Access all settings for this site.

2. Taitrang Create, click List > Custom List.
3. Click More Options.
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Browse From: Search Installed Items 0

Installed Items > . Type .
Office.com E Custom List
m i ] e
gz = Categories: Blank & Custom
All Types Q @ = | A blank list to which you can add your
b own columns and views. Use this if
LTI none of the built-in list types are
I List > | Announcements Calendar Contacts Custom List similar to the list you want to make.
Page
Site Name
£ 5| -I More Options
All Categories > i == a’%
Blank & Custom
Collaboration Custom List in Discussion Board External List Import Spreadsheet
o Datasheet View
Communication
Content
Data i F_ N == [pr—

4. TaiName, nh3p tén cua list.
5. Tai Description, nhap mo ta vé list ctia ban.
6. Dénh diu chon Display this list on the Quick Launch néu ban muén hién thi list tai Quick Launch.

Mame and Description

Type a new name as you want it to appear in Mame:
headings and links throughout the site. Type
descriptive text that will help site visitors use
this list.

Customn List

Description:

Tao mét custom list] &

Mavigation

Specify whether a link to this ist appears in the  Display this list on the Quick Launch?

Quick Launch. () Yes No

[ ]
L

7. Click Create dé tao list.

Lists
Calendar

Tasks

Custom List

Discussions

Team Discussion
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Lam viéc v&i cac List

Sau khi tao xong list d€ 1am viéc, ban can cung c&p ndi dung cho list. Ngoai viéc thém, chinh sira va xda cac
item, mot viéc quan trong ma ban phai biét 1 Iam thé& nao dé tim thong tin trén list d€ ban c6 thé xdc dinh vj tri
céc item mot cdch hiéu qua. Mot phrong phép nhanh chéng dé tim cdc item 1a s& dung thanh tim kiém. Trén
trang chl ca site, thanh tim kiém dwgrc sir dung dé tim thong tin toan b site, nhwng trén trang cda list, nd chi
hién thj cac k&t qua cda list ma ban dang mé. D& xem tat ca cdc list trong site, ban ¢6 thé click Site Actions >
View All Site Content.

site Actions = | @ Browse List

Edit Page
Modify the web parts on this
page.

_J Sync to SharePoint Warkspace
S-? Create a synchronized copy of

this site on your computer.

New Page
Create a page you can
customize.

| New Document Library
_D Create a place to store and
share documents.

New Site
a Create a =ite for a team or
project.

More Options...
Create other types of pages,
lists, libraries, and sites.

= Wiew All Site Cantent

=i Wiew all libraries and lists in
this site.
Edit in ShareFoint Designer
w4 Create or edit lists, pages, and

workflows, or adjust settings.
Site Permissions
@ Give people access to this site.

2 Site Settings
Access all settings for this site.

Tai trang All Site Content, ban ¢4 thé xem dwgc nhirng list hién dang ¢4 trén site ctia ban.

Lists

(=] Announcements Use this list to track upcoming events, status updates or other team news. 1 3 hours ago
P ) Use the Calendar list to keep informed of upcoming meetings, deadlines,

ﬁ Calendar and other important events. 0 3 hours ago

j Custom List Tao mét custom list 0 10 minutes ago

% Links Use the_LlnI-cs list for links to Web pages that yvour team members will find 0 3 hours ago

interesting or useful.
= e Use the Tasks list to keep track of work that you or your team needs to
] Tasks complete. 0 3 hours ago
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Thém, chinh stra va xda item trong list

Trwde khi ban tim hiu vé céc tinh nang clia mot list, ban can phai biét cac thém item. D& thém item vao mot
list, thurc hién cdc bwdc sau:

1. Taitrang List, click tab Items trén Ribbon.
2. Click New Item.

Site Actions ~ @ Browse

| Wersion History

b Item Permissions

Mew Mew View Edit Attach
Item ~ | Folder Item Item 3 Delete tem File
Mew Hem 1age Adtions

(=51 add a new item to this list. )
] Title

3. Tai hop thoai Custom List - New Item, nhap tén tiéu dé tai Title. Tiéu dé la mét cot di liéu ma nguoi
dung c6 thé chinh stra trong mot custom list khiné dugrc tao.

Custom List - New Item

HE8 8.0 O
= 53 Copy

Save Cancel Paste Attach
File

Cammit Clipboard Actions
Title * Item 1

Save Cancel
4. Click Save.

Ban cé thé xem va chinh sira cac item tai trén Ribbon. Click vao item va chon View Item trén Ribbon dé xem
item dé.

Hop thoai hién thj thong tin vé item. NEu ban mudn chinh sira item, click chon Edit Item.
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Custom List - Item 1

| Version History i Alert Me

T

& @Manage Permissions
Edit

Item X Delete Item
hManage Actions
Title Iten 1

Created at 10/29,/2010 10:58 PM by System Account
Last modified at 10,/29,/2010 10:58 PM by System Account

Né&u ban muén xda item, click Delete Item tai nhém Manage trén Ribbon.

Site Actions -~ Browse

3 = = | Wersion History 1 Y
E E; Eu g ﬁ j -EE L)

2 & tem Permissions =
Mew Mew Wiew Edit Attach Alert Workflows Approve/Reject
Item ~ Folder Item Item )( Delete em File Me -
Mew anage Actions Share & Track Workflows
Thur vién M @ Tile — X5a item

Site Pages v Ttern 1 & HEw

Shared Documents

SharePaint Forum % Add new item

Sau khi click Delete Item, hé thdng yéu cau ban xdc nhan triede khi xéa item.

Message from webpage 5[

:l Are you sure you want to send the item(s) to the site Recyce Bin?

| oK I Cancel
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Sau khi click chon OK dé xéa item, thong tin vé item nay sé& dugc glri dén Recycle Bin. Tai Recycle Bin ban ¢6

thé cdu hinh cho phép lwu trir trong s& ngay nhat dinh trudc khi xéa khdi site cia ban. Ban sé dwgc tim hiéu
cach cau hinh & nhitng phan sau.

?_{\EREstcre Selection | X Delete Selection

T Type Name
© 0 tem1i

Original Location Created By Deletedd Size
(Lists/Custom List

System Account 10/259/2010 11:15 PM <1KB

Né&u ban muén khoi phuc lai item, click chon item, sau dé click Restore Selection. Mat khdc, néu mudn xda
item, click Delete Selection.

Pinh kem
List ¢6 thé duwoc cdu hinh cho phép nguoi dung c6 thé lwu trir tap tin vao trong list va c6 thé dinh kém va tai
liéu va cho phép truy cap. D& dinh kém mét tap tin vao mét item c6 san trén list, thwc hién cac buéc sau:

1. Chon list. Trén Ribbon, click Attach File trén nhdm Actions.

Site Actions ~ @l

Browse

e = | WVersion History oty
2 ER !' ;A’ @j i\ ()

L-@Item Permissions =
Mew Mew View Edit

tem» Folder  Ttem  Kem % Delete Item AEtialem ﬂg"ﬁ Workflows Approve/Reject
Mew Manage Actions  Share & Track Waorkflows

Thur vién W @ Title

Site Pages v Item 1 o Hew

Shared Documents

SharePaint Forum % Add new item

2. HOp thoai Attach File hién thi. Click Browse.

Attach File O x

Mame: | Browse... |

QK | Cancel |

3. HOp thoai Choose File to Upload hién thi, chon tap tin ban can dinh kém va click Open.
4. Tai hop thoai Attach File, click OK dé& hoan tt.
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Né&u ban muén g& bd mot tap tin dinh kém trong list, thyc hién céc budce sau:

1. Chon list. Click Edit Item.
2. HOp thoai hién thj . Click Delete bén canh tap tin dinh kém.

Custom List - Item 1

HE8 0. XD
= =3 Copy
Save  Cancel Paste Delete Attach
Item File
Commit Clipboard Actions
Title * Iitem 1
Attachments ey office 20101.PNG @ Delete
Created at 10/29/2010 10:58 PM by System Account Save Cancel
Last modified at 10/29/2010 11:28 PM by System Account

3. Click Save dé hoan tét.
Loc va sap xép cac list

List c6 thé chira hang tram hodc tham chi hang ngan item va diéu nay c6 thé khién ban khé khan trong tim
ki€m. List trong SharePoint cung cap cho ban phwrong phép loc va sap x&p thong tin. D& loc mét list, ban cé thé
thwc hién theo cac bwdrc sau:

1. Click vao thanh Title.

I o |Tite -
@ Itemn 1 mnew 4}  Ascending
Confirm & Hew 2] Descending
Report £ Hew x| Clear Filter from Title
) Confirm
g0 Add new item
Item 1
Report

2. Click chon mét gid tri ban mudn loc va hién thi.
3. Ldcnay trén trang list s& hién thj item ban da loc.
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Site Actions - Browse

! Version History

2 Item Permissions

Mew Mew View Edit Attach
Item ~ Folder Item Item % Delete tem File

Mew Manage Actions  Sha
Thut vign T @ Title"
Site Pages Report & Hew

Shared Documents

SharePoint Forum & Add new item

4. DE& xda hién thiloc, click chon Clear Filter from Title.

M o [TitleW .
Report e ‘% A=zcending
gF Add new item £} Descending

‘i Clear Filter from Title

Confirm
Item 1
+| Report

5. N&u ban mudn s3p x&p theo thi ty tir A-Z click chon Ascending hodc nguoc lai tir Z-A click chon
Descending.

Viéc loc list gitip ban ¢4 thé nhanh chéng tim dén céc thong tin ma ban can. Ban hay twdng twong mot list chira
thong tin cac san pham ban hang vé&i cac cot vé san pham, doanh thu, sé tién, ngay va nhan vién ban hang. Néu
€6 hang trdm hodc hang ngan nhan vién bdn hang, list sé tré nén phirc tap va ban can loc nhirng thong tin ban
can xem.
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CHU'ONG 8- LIST TRONG SHAREPOINT 2010

List [a mot thanh phan gidp ban lvu trir théng tin trong mot site, vi list cung cdp kha nang tuy chinh, tao ra céc
custom list d€ dap (rng nhu cau chia sé thong tin theo cau tric. List cho phép ban xac dinh khéng chi nhirng d
liéu duwgre lweu trie ma con gidp ban hién thj, tao, chinh stva va xda thong tin theo y ngudi dung.

Ban c6 thé quan ly list bang céc chirc ndng nam trén tab List.

List Tools
System Account ~

= E [ e [DModify View . Current View: Q j @ IE_J %ﬂﬂ 7] Create Visio Diagram - & List Permissions
L) : = LO il Create Column Al Ttems - 2 5 ! [A] Open with Access %] & Workflow Settings +
Standard| Datasheet  New Create E-maila Alert RSS Syncto SharePoint Connectto Exportto L List
View View Row View [ 4] Navigate Up Current Page Link Mew Feed Warkspace Outlook cel Open Schedule & Settings
View Format Datasheet Manage Views Share & Track Connect & Export Customize List Settings

Thiét 1ap co ban trong List v&i General Settings

General Settings cho phép ban thay déi cac thiét 1ap cua list & khia canh co ban dé lam viéc dé& dang hon.
General Settings chia thanh cac thiét 1ap riéng biét va cdc nhém chirc nang khac nhau.

Pé& chinh stra thiét 1ap cho mat list tai General Settings, tai tab List, click List Settings.

Lﬂ' E @List Permissions

Ed & Workflow Settings .
- List
= Settings

Customize List Settings

Chinh sira thi&t 1ldp
trong list

Title, Description, and Navigation

Nhém thiét 1ap nay giip ban chinh slra, lam viéc véi tiéu dé, mo ta vé list dé nguwrdi dung c6 thé biét dwoc muc
dich cla list. Bén canh dé, ban c6 thé thiét [ap d& hién thij lién két list trén Quick Launch.

Name Name dugc str dung dé dinh danh mét list trong SharePoint site.
Descripton Mot doan mé ta vé list sé gitip ngudi dung c6 thé biét dwgc muc dich cla list.
Navigation Thiét 1ap list hién thj trén Quick Launch. Diéu nay gitip ngudi dung ¢ thé dé dang thay

list va nhanh chéng tim dén né.
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Hame and Description

Mame:

Type a new name as you want it to appear in headings and links ICLIStCII'I'I List
throughout the site, Type descriptive text that will help site visitors use
this list, Description:

Tao mat customn list ;I

[ -
Mavigation
Display this list on th ick Launch?

Specfy whether a link to this list appears in the Quick Launch. . ‘splay this list on the Quick Laun

{* Yes " Mo

Save Cancel

Versioning Settings

Versioning Settings 1a noi gitip ban kiém soat va phé duyét cac item cla list trudc khi hién thj déi véi ngudi
dung.

Content Approval

Spedfy whether new items or changes to existing items should remain in a draft Require content approval for submitted items?
state until they have been approved. Learn about requiring approval. F vac  No

Item Version History

Create a version each time you edit an item in this list?
Specfy whether a version is created each time you edit an item in this list, % ves = No
Learn about versions.

Optionally limit the number of versions to retain:

¥ Keep the following number of versions:

T
w Keep drafts for the following number of approved
VErsions:
5
Draft Item Security
Drafts are minor versions or items which have not been approved. Spedfy Who should see draft itemns in this list?

which users should be able to view drafts in this list. Learn about specifying

LY h dit
who can view and edit drafts. by CLir O ey (e L

o Only users who can edit items

o Cnly users who can approve items (and the author of
the item)

| 0K I Cancel

e Content Approval: ddnh diu chon Yes néu ban mudn ki€ém duyét item trwde khi hién thi.

e Item Version History: néu ban mudn tao mét phién ban cho méi Ian ban chinh sira mot item trén list,
danh dau chon Yes. Bén canh dé, ban ¢ thé nhap s6 phién ban ban mudn gi tai Keep the following
number of versions. Nhap s6 ban sao vao dong bén dudi.

e Draft Item Security: néu ban chon Yes & Content Approval, tai Draft ltem Security cho phép ban thiét
[&p quyén han cho ban sao.
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Advance Settings

Advance Settings gom cdc thiét [ap m& rong cho phép ban twong tac vdi Content Type cing véi céc thiét lap
list.

Content T
ypes Allow management of content types?

Specfy whether to alow the management of content types on this list. & ves ' No

Each content type will appear on the new button and can have a unique
set of columns, workflows and other behaviors.

Item-level Permissions . .
Read access: Specify which items users are allowed to

Spedfy which items users can read and edit. read
¥ Read all items

Note: Users with the Manage Lists permission can read and edit all items, _
" Read items that were created by the user

Learn about managing permission settings.

Create and Edit access: Specify which items users are
allowed to create and edit

{¥ Create and edit all items
{” Create items and edit items that were created by the

user
" None

Tai Content Type, danh ddu chon Yes néu ban mudn quan ly Content Type. (Xem Content Type & cac chvong
sau).

Item-level Permissions cho phép ban thiét 1ap quyén han xem va chinh sira d6i v&i ngudi dung.

e Readall items: xem t&t c3 cac item.

e Read items that were created by the user: xem cac item dwoc tao bdi nguoi dung.

e (Create and edit all items: tao va chinh stra tat ca cac item.

e C(reate items and edit items that were created by the user: tao va chinh slra item da dwoc tao bdi
ngudi dung.

Attachments .
Attachments to list items are:
Spedfy whether users can attach files to items in this list. = Enabled
" Disabled
Folders

Make "Mew Folder" command available?
Specify whether the "Mew Folder™ command is available, Changing this " ves & No

setting does not affect existing folders.

Search . o .
Allow items from this list to appear in search results?

Specify whether this list should be visible in search results, Users who do & v, N
not have permission to see these items will not see them in search results, == o
no matter what this setting is.
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Tai Attachments, ban c6 thé kich hoat (Enabled) chirc nang dinh kém trong list hodc vé hiéu héa (Disabled)
Tai Folders, danh dau chon Yes néu ban mudn st dung chirc nang thi muc. Pay la chirc nang cho phép tao thu
muc mdi trong list.

Tai Search, chon Yes dé cho phép cac item ti list hi€n thj trong két qua tim kiém.

Offline Client Availabili . L . )
ity Allow items from this list to be downloaded to offline clients?

Specfy whether this list should be available for offline dients. @ ves  No

Datasheet
Allow items in this list to be edited using the datasheet?

Specify whether the datasheet can be used to bulk edit data on this list, F ves ' No

Dialogs

If dizlogs are available, specify whether to launch the new, edit, and
display forms in a dialog. Selecting ™ao” will cause these actions to navigate
to the full page.

Launch forms in a dialog?

% Yes  No

Mote: Dialogs may not be available on all forms,

Tai Offline Client Availability, ddnh d&u chon Yes néu ban muén sir dung chirc ndng Offline Client, cho phép
download tai liéu xudng mdy tinh client d€ chinh stra va dong bd véi SharePoint Workspace.

Tai Datasheet, chon Yes dé cho phép cac item trong list dwgc chinh sira thong qua bang d liéu datasheet.
Dialogs cho phép ban hién thj hop thoai khi tao méi, chinh stra cac item.
Validation Settings

SharePoint 2010 mang dén cho ban chirc nang xac nhan cdc thong tin trwdc khi hién thi trén list. Diéu nay cho
phép ban dit cac han ché vao list dé dam bao ngwdi dung nhap d liéu theo quy tic hodc cd nghia. Ban sé
duwgc tim hiéu kT hon vé thiét 1ap nay trong cac chrong sau.

Formula

Formula: Insert Column:
Spedfy the formula you want to use to validate the data in this column
when new items are saved to this list. To pass validation, the formula must =
evaluate to TRUE. For more information, see Formulas in Help. At

Modified
Example: =[Discount] <[Cost] will only pass validation if column Discount is Title
less than column Cost,
Learn more about proper syntax for formulas.
[ |
Add to formula

User Message

User Mez=sage:
Type descriptive text that will help site visitors understand what is needed d
for a valid list item. This description will be shown if the validation
expression fails, ;I
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Content Approval

Sau khi thiét 18p chirc nang phé chudn item tai thiét 1ap Versioning Settings, ban c6 thé lam viéc véi cac item
trén list. P& thyc hién viéc phé duyét hodc loai bo mét item, thuc hién céc buéc sau:

1. Taitab List, trén nhém Manage Views trén Ribbon, click All Items va chon Approve/Reject Items.

Site Actions - i Browse

= Ej = _p} Modify View | Current View: Q j‘ : .
) : E 55 Modify View 4 @T
Standard| Datasheet Mew Create . ) E-mail a Alert RS5
View View Row View | Modify in SharePoir pafgut Link Me- Feed
View Format Datasheet Manage Vi 4 items Share & Track
Thu vién T @ Type Moderated
Site Pages ¥ o B My submissions Ew
Shared Documents Approvefreject Items
B e HEW
SharePoint Forum |.-5.pprnuefreject1tems
J Re pOTT = FEW

2. Click vao biéu twgng view clia mdt item va chon Approve/Reject.
Type Title Madified

= Approval Status : Approved (3)

J Item 1 &inHew » 10/29/2010 11:28 PM
J Wiew Item 10/29/2010 11:42 PM
3 B Editltem 10/29/2010 11:45 PM
& Add -'_:)] Version Hlstu.:-r',.r
% Approve/Reject
Alert Me

Delete Item

@ Manage Permissions

3. Tai hop thoai Approval/Reject, cé cic s Iwra chon sau..
e Approved: cho phép hién thjitem nay dén tat ca ngwdi dung.
e Rejected: item sé dwoc tra lai cho nguwdi da tao ra nd va tat ca ngudi dung chi ¢6 thé xem
duwoc ban sao item.
e Pending: item chi hién thj v&i ngudi da tao ra né va tat ca nguwdi dung chi cé thé xem duwoc
ban sao item.
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Ban c6 thé nhap mot 1&i binh ludn vé Item.

Approve/Reject

Approval Status

Approve, reject, or leave " Approved. This item will become visible to all

the status as Pending for Users.

D.ﬁ-'ers W't!-' ﬂ'ue Manage " Rejected. This item will be returned to its
Lists permission to evaluate o )

the iterm. creator and only be visible to its creator and all

users who can see draft items.

' pending. This item will remain visible to its
creator and all users who can see draft items.

Comment

Pending itern d€ ki€m duyét lai mdt 1En AI
Use this field to enter any nita..| d Vet i
comments about why the

item was approved or
rejected. LI

oK Cancel |

4. Click OK dé hoan tat.

Type Title Modified Created By Modified By Approval Status Approver Comments

=l Approval Status : Pending (1)
W] Ttem 1 finew 10/30/2010 10:31 AM System Account System Account Pending Pending item d8 ki€m duyét lai mét 13n nia..

= Approval Status : Approved (2)
| Confirm & Hew 10/29/2010 11:42 PM System Account System Account Approved

_] Report & Hew 10/29/2010 11:45 PM System Account System Account Approved

4 Add new item

Quan ly Column

Column Ia mot thanh phan trong list, gilip ban cé thé thiét k& cdu tric thong tin khi lwu tr va trinh bay.
SharePoint dwa vao cot di¥ liéu trén list clia ban va goi né 1a column. M&i column cé mot loai di liéu cu thé. Cac
loai d@ liéu nay cd thé 1a van ban, s, tién té va nhiéu loai di liéu khac cho phép ban ¢4 thé dinh dang va ap
dung céc quy tac trinh bay clia di liéu, chang han gia tri nhé nhat va Ién nhat ciia mot con sé.
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Name and Type Column name:

Type a name for this column, and select the type of information you want
to store in the column,

The type of information in this column is:
@ Single line of text

) Multiple lines of text

) Choice {menu to choose from)

™ Number (1, 1.0, 100)

i Currency (%, ¥, €)

i) Date and Time

i) Lookup (information already on this site)
i) Yes/No (check box)

i) Person or Group

) Hyperlink or Picture

&) Calculated (calculation based on other

~ columns)
@ External Data
Cac loai column trong SharePoint Foundation 2010
Tao, chinh stra va xéa column
P& thém mébt column vao list, thuc hién cdc budc sau:

1. Taitab List, trén nhém Manage Views, click chon Create Column.

List Tools

Browse
= -lr? Madify View » Current View: Q j @
| ¥,
E _“--') 1l Create Column '

All Tkems =
Mew Create E-maila Alert R55
Row Fs| View [ 3| Mavigate Up Current Page Link Me -~ Feed
Datasheet Manage Views Share & Track
r @ Type Create Column
g j ;_&dd a c::u_lumn to store a:_:lditi::_unal _ £2 HEW
information about each item in this
i j list. 1 EEHEW
j Report & Hew

g &dd new item

2. HOp thoai Create Column hién thi.
3. Tai Column name nhép tén clia column.
4. Chon mot ki€u thong tin trén column nay.
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Name and Type Column name:

Type a name for this column, and select the type of information you want |Demn Calumn

to store in the column.
The type of information in this column is:

i Single line of text

" Multiple lines of text

" Choice (menu to chooze from)

" Number (1, 1.0, 100)

" cCurrency (%, ¥, €)

" Date and Time

" Lookup (information already on this site)
i~ Yes/No (check box)

" Person or Group

{” Hyperlink or Picture

r Calculated (calculation based on other
columns)

" External Data

5. TaiDescription, nhdp mé ta.
6. Danh diu chon Add to default view néu ban mudn hién thj mic dinh déi véi ngwdi dung.
7. Cécthiét1ap con lai d&€ mac dinh.

Additional Column Settings Drescription:

Specify detailed options for the type of information you selected. j

Require that this column contains information:
© yee & No
Enforce unique values:

i yes ¥ Ng

Maximum number of characters:
255

Drefault value:
% Text O Calculated Value

[¥ Addto all content types
[ Addto default view

8. Click OK.
9. Kiém tra trén trang list.
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LI [ ~ Current View: [-=] E-mail a Link @ Sync to sharePoint Workspace || L}v .@
Z] S @l ankems - g Alert Me - Connect to Outlook (A] % E & -
MNew Create i L List
Row [ View [ . Current Page RSS Feed [&] Export to Excel & Settings
Datasheet Manage Views Share & Track Connect & Export Customize List Settings
T @ Type Title Approval Status Demo Column
0] a Item 1 & Hew Pending
i ] Confirm £ HeEw Approved
A Report & Hew Approved
g8 Add new item Column vira mdi tac

Pé xbéa béd mot column, thure hién cac bwdc sau:

1. Taitab List. Trén nhém Settings, click List Settings.
2. Taitrang List Settings, click vao column ma ban mudn xda.

Columns

A column stores information about each item in the list. Because this list allows multiple content types, some column settings,
are now specified by the content type of the item. The following columns are currently available in this list:

Column (click to edit) Type

Demo Column Single line of text
Title Single line of text
Created By Person or Group

Maodified By Person or Group

Used in

Item

Item

3. Taitrang Change Column, click Delete.

Additional Column Settings

Spedify detailed options for the type of information you selected.

[ Column Validation

Description:

Require that this column conta
 ves ¥ No

Enforce unique values:
 ves ¥ No

3

ins information:

Maximum number of characters:

255

Default value:
@ Text { Calculated Value

Delete

Cancel
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Single line of text

St dung kiéu column nay khi ban mudn st dung cac doan van ban thong tin, bao gém céc con s8, cac ddu chdm
cau, cac ki tw. Vi du gbm tén, sé dién thoai cia mot cd nhan.

Additional Column Settings Drescription:

Spedfy detaled options for the type of information you selected. j

Require that this column contains information:
© ves ¥ g

Enforce unigue values:
 yee ¥ o

Maximum number of characters:
255

Default value:
& Text  Calculated value

Cac thiét [ap cha kiéu Single line of text:

e Enforce Unique Values: néu nguoi dung nhap mot gia trj vao colum nay thi né la gid tri duy nhat khi
ban ddnh diu chon Yes.

e  Maximum Characters: sé ki ty t6i da ma user c6 thé nhap vao. Mac dinh tir 1 - 255.

e Default Value: gia tri mac dinh cta colum khi user tao mét item mdi. N6 c6 thé la mét dinh dang van
bédn hoac gia tri dworc tinh theo cong thirc.

e Column Validation: mot cong thirc, bao gdm céc ham s8 cho phép thiét 1ap cac quy tac nhap théng tin.

Multiple lines of text

Str dung kiéu Multiple lines of text khi ban muén thé hién thong tin & dang cac doan van ban dai va nhiéu hon 1
dong. Vi du dia chi, 1&i binh luén, hwdng dan.

MNumber of lines for editing:

IE

Specify the type of text to allow:

" Plain text

" Rich text (Bold, italics, text alignment, hyperlinks)

Enhanced rich text (Rich text with pictures, tables, and
hyperlinks)

Append Changes to Existing Text
© ves % No
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Cac thiét 1ap clia ki€u Multiple lines of text:

e Number of lines for editing: s6 dong hién thi.

e Type of text to allow: hd tro cac ki€u van ban véi cdc chirc ndng chén hinh anh, dinh dang bang, siéu
lién két, cac dinh dang in dam, in nghiéng.

e Append Changes to Existing Text: khi ban chon Yes, mdi khi ngudi dung chinh stra item, nhap thong
tin va Iy lai, trén item s& hién thj tén nguwdi va thoi gian thao tac.

Choice
St dung kiéu Choice khi ban mudn hién thj cac sy Iwa chon. Vi du cac khdo sét, tham do.
Enforce unique values:

f" Yes G MNo

Type each choice on a separate line:

Enter Choice #1 ﬂ
Enter Choice £2
Enter Choice #3

-
4 F

Display choices using:

C Crop-Down Menu
" Radio Buttons

" Checkboxes (allow multiple selections)

Allow 'Fill-in' choices:
 ves & No

Default value:
* Choice " Calculated Value

IEnter Choice #1

[¥ Add to all content types
¥ Addto default view

Cac thiét ap clia kiéu Choice:

e Enforce Unique Values: bat budc gid tri duy nhét.

e Choices: nhap cac s Iwa chon.

e Display choices using: str dung kiéu hién thi

e Allow Fill-in choices: chon Yes néu ban muén cho phép ngwdi dung nhap mét gia tri khac khéng co
trong danh sach cac lwa chon.

e Default value: cho phép sir dung gia tri mac dinh cho danh séch lya chon, c6 thé [a mot sy Iya chon
hoac moét gia tri tinh.
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Number
St dung kiéu Number khi ban mudn thé hién cac con sé, tilé phan tram.

Enforce unique values:

 yes & No

You can specify a minimum and maximum allowed
value:

Min: I Max: I

Mumber of decimal places:

IAutn:nmatin: "I

Default value:
* Number © cCalculated Value

—

[T Show as percentage (for example, 50%)

Céc thiét 1ap cba ki€u Number:

e Enforce unique values: bt budc nhap gia tri cu thé va gid tri d6 duy nhat.
e Min va Max: thiét 1ap gid tri nhd nhat va Ién nhat.

e Number of decimal places: thiét [ap gid trj thap phan cho sé.

e Default value: gid tri mac dinh, s6 hodc gia tri tinh.

e Show as percentage: cho phép hién thi dang phan tram (%)

Currency

Str dung Currency khi ban mudn thé hién mot don vj tién té. Vi du chi phi, lvong nhan vién, hodc ng phai tra.
Ki€u Currency cling c6 cac thiét 1ap giéng ki€u Number. Bén canh dé, SharePoint cung cdp cho ban 1 thu vién
tién té cac qudc gia trén thé gidi.

Date and Time
Str dung kiéu Data and Time khi ban mudn thé hién gid tri vé thoi gian. Cac thiét 1ap cla kiéu Data and Time

e Enforce unique values: bat budc gia tri duy nhat.

e Date and Time Format: chi cho phép thiét 1ap ngay (Data Only) hodc chon ca ngay va giv (Date &
Time).

e Default value: chon gia tri mac dinh cho thoi gian.
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Enforce unique values:

T ves & o

Date and Time Format:

¥ Date Only " Date & Time

Default value:

¥ (None)

" Today's Date

ol |12 am =] |oo =]
Enter date in M/D/MYYYY format.

" Calculated Value:

Lookup

St dung Lookup khi column can c6 mét danh sach céc sv lwa chon cho ngudi dung. Sw khdc nhau gitta Lookup
va Choice |3 Lookup c6 thé str dung cdc gid trj tir list khac trong cing mot site.

Enforce unigue values:
" ves % No

Get information from:
IAnnDuncementg ;l

In this column:

| Title =l

[ Allow multiple values

Add a column to show each of these additional fields:
Mo
I Title
[ Modified
[T Created
[ wersion
[ Title (linked to item)

[T Expires
W
M Add to all content types

[

Add to default view

[T Enforce relaticnship behavior

¥ Restrict delete
{* Caccade delete
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Cac kiéu thiét 1ap clia Lookup:

e Enforce Unique Values: bat budc gid tri duy nhat.

e Source List: cac item cua list hodc thw vién dugc stv dung trén column.

e Allow Multiple Values: cho phép chon nhiéu gid tri hién thj.

e Additional Fields: cho phép ban chon cac column khac tir Source List d&€ ¢ thé hién thj trén clra sé
View.

Yes/No

St dung Yes/No dé thiét 1ap sy Iwva chon gia tri ding ho3c sai. Vi du cac hoat dong, kich hoat mét van dé hoac
xem xét lai.

Description:

| =

Default value:

-

¥ addto all content types
¥ Add to default view

Ki€u Yes/No chi c6 mot thiét [ap duy nhat |a Default Value, xéc dinh gia tri m3c dinh.
Person or Group

Str dung ki€u Person or Group khi ban can column thé hién mot ngudi dung trong té chirc. Vi du cac tredng
nhém. Khi chinh sira mét gid tri trong column nay, ngudi dung c6 thé nhap tén tai khoan clia nguwdi dung hodc
nhém va click vao biéu twgng Check Name dé kiém tra sy ton tai cla tai khoan.

Allow multiple selections;

" Yes 8 No
Allow selection of:

¥ people Only ' People and Groups
Choose from:

& Al Users

" SharePoint Group:
|1CT24H Members =]

Show field:
IName (with presence) ;I

Cac kiéu thiét [ap cta Person or Group.

e Allow multiple selections: cho phép nguwdi dung c6 thé chon duwgc nhiéu nguwdi hodc nhém trén
column.
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e Allow selection of: nguoi dung chi chon nguoi (People Only) hodc chon ca nguwoi va nhém (People
and Groups).

e Choose from: chon tét ca tai khoan nguoi dung hodc chi chon cdc nhém 6 trong site.

e Show field: kiém so&t cac théng tin cd nhan va cho phép hién thi, chéng han hinh dai dién, dia chi e-
mail, s& dién thoai..cla mét ¢ nhan.

Hyperlink or Picture

St dung Hyperlink or Picture khi ban mudn column chia lién két dén mét URL hodc mét hinh anh nao dé khi
hién thj trén item. Vi du biéu twgng logo va lién két website.

Require that thiz column contains information:
 ves & o

Format URL as:

IvaerIinI-c: "I

¥ Add to all content types
¥ Addto default view

Tai kiéu Hyperlink or Picture c6 mot thiét [ap cho phép ban dinh dang lién két dé€n mot URL hodc mét hinh anh.
Calculated

Str dung kiéu Calculated khi ban khéng muén cho phép ngudi dung cé thé sir dung mot gia tri cu thé nao do,
cdc gid trj phai dwa trén céng thirc thong qua cac item va column. Vi du tinh s6 tién giam gia, khoang thoi gian
hién tai.

Formula: Inzert Column:

;I Approval Status
Created

Demo Column
Modified

Title

[
Add to formula

The data type returned from this formula is:

C Single line of text

" Number (1, 1.0, 100)

o Currency (%, ¥, €)

" Date and Time

" Yes/No
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Ban ¢4 thé 1ap céc cong thivc dya vao ban sau:

Cac muc Hudng dan

Thei gian ngay va gio Lam viéc vd&i ki€u Date and Time. Vi du DATEIF() dung dé tinh lvgng thoi gian
gitra 2 ngay.

Tai chinh Thic hién tinh todn vé cac khoan vay, dau tw va cac d liéu tai chinh khac. Vi du
FV() dung dé tinh gia tri twong lai cho viéc dau tuw.

Théng tin St dung gid tri True (ding) hodc False (sai) néu mét gia tri khép véi thong tin.
Vi du ISNUMBER(), ISTEXT() va ISBLANK().

Logic Ap dung vé mat logic hoc. Vi du IF(), trong dd cac diéu kién tra vé dwa trén cac
gid tri ban da thiét 1ap. Mot s6 khac Ia AND(), OR() va NOT().

Lookup and Reference Dung CHOOSE() dé tinh mdt gid tri dwgc lwva chon dya trén tham s8 cy thé.

Toan va lwgng giac GOm nhiéu lénh dé thyre hién cac phép toan. Vi du SUM() tra vé két qua téng tat
ca gid tri.

Théng ké Dung dé thye hién cac tinh todn da trén s6 liéu théng ké. Vi du STDEV().

Van ban hodc di¥ liéu Thyc hién cdc tinh todn d6i vdi cdc van ban hodc cdc di liéu khac. Vi du LEN()

tra vé s6 ki ti ciia mot van ban.

MOt s& vi du vé cong thirc

Cong thirc M6 ta

=SUM(Num1, Num2, Num3) Str dung SUM d& tinh t8ng 3 gid tri clia column.

=SUM(Num1, Num2)/ Num3 Tong cua 2 column chia cho gia tri column thir 3
=LastName&”,”&FirstName Tao cac column thé hién ho va tén

=IF(Cost>10, “High”, “Low”) Str dung IF() dé tra lai gia tri High néu Cost I&n hon 10 va Low néu

Cost nhoé hon 1.
=TEXT (WEEKDAY(DueDate), “ddd”) Xdc dinh ngay trong tuan va s6 ki ty thé hién cho ngay 1a 3 (ddd)

S3p x&p cac column

Ban cd thé sdp x&p cac column theo thi ty chang han la bang nhan vién, ban mudn sép x&p theo th ty ndm
sinh, ma s&, vj tri.

1. Taitab List, click List Settings trén nhém Settings.
2. Click Column ordering.

Create column
Add from existing site columns
Column ordering

Indexed columns

3. Taitrang Change Field Order, chon th( ty s3p x&p ctia column tuy y.
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Field Name Position from Top
Ho va tén IE
M3 s5 [2=]
Wi tri IE
Nam =inh IE

oK Cancel |
. ~ A e o Y
4. Click OK dé hoan tat thiét Iap.
[T Hovatén N3m sinh M3 56 Vi tri
Nguy&n Ngoc Thudn & mew 6/15/1990 ICT24H-AD1 Nhan vién ki thudt
Lugng Trung Thanh & wew 8/3/1982 ICT24H-AD2 Pho trugng phang
Pham Thanh Tang & Hew 11/22/1980 ICT24H-AD3 Truagng phong IT
Nguyén Thanh Ting & wew 2/2/1979 ICT24H-AD4 Nhan vién ki thudt
Lugng Trung Thudn & Hew 2/8f1981 ICT24H-AD4 Nhan vién =sale phdn cing
Pham Ngoc Thudn new 10/8/1983 ICT24H-ADS Nhan vién sale phdn m&m

Xéa list
N&u ban muén xéa mot list khi d¥ liéu khong con str dung. Ban ¢ thé thyc hién céc budc sau:

1. Taitab List, click List Settings
2. Tai Permission and Management, click Delete this list

FPermissions and Management

Save list as template
Permissions for this list

Workflow Settings

3. HOp thoai hién thj yéu cau ban xdc nhan viéc xda list. Click OK.
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Lam viéc v&i Microsoft Office

C4 nhiéu tinh nang m& rong khi st dung san pham Microsoft Office cho phép ban quan ly théng tin trén list dac
biét 1a Excel va Access. Ban ¢6 thé xem, chinh stra hodc thao tic di liéu tir bang tinh Excel hodc di liéu trén
Access thay vilam viéc trén SharePoint site.

Xuat mét list ra Excel

SharePoint cho phép ban xudt moét list ra Excel . Chéng han ban mudn gtri mot danh sach khach hang hay danh
sdch nhan vién ma khong cho phép ho truy cap vao site, ban sé str dung tinh nang nay.

P& thurc hién viéc xuat mét list ra Excel, thwe hién cac budc sau:

1. Taitab List. Click Export to Excel tai n(hdm Connect & Export.

Create Visio Diagram

ey —l
-3!3’ @ Ii@ %FE @Open with Access

E-mall a Alert RS55 Syncto SharePoint Connect tp Export to
Link Me - Feed Waorkspace QOutlook cel Open Schedule

Share & Track Connedct & Expo

2. Hop thoai File Download hién thi, click Save.

E-maila Alert Svncto SharePoint Connectto Exportto —

x|
x|

Do you want to open or save this file?

Mame: aowsswr.igy

Type: Microsoft Excel Web Query File
From: sharepoint2010

Cpen Save | Cancel I

v Aways ask before opening this type of file

harm your computer. f you do not trust the source, do not open ar

[ l@ While files from the Intemet can be useful, same files can potentialhy
N save this file. What's the risk?

3. Chon noilwu triv.
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4. Saukhi da liu xong, click Open dé mé tap tin kiém tra.
5. Né&uban str dung Microsoft Excel 2010, hdp thoai Microsoft Excel Security Notice hién thj, yéu cu ban
bat k&t ndi d liéu. Click Enable.

@ Microsoft Office has identified a potential security concern.

File Path: C:\WUsers\Administrator\Desktoplist.iqy

Data connections have been blocked, If you choose to enable data
connections, your computer may no longer be secure. Do not enable this
content unless you trust the source of this file.

| Enable | Disable

6. Kiém tra list.

IE“ HY-®-|= Bookl - Microsoft Excel (Trial) ‘ hle Tool: ‘
Home Insert Page Layout Formulas Data Review View Design
Table Mame: [iZ] summarize with PivatTable @ A 3 Properties Header Row []| First Column
R
Table_list E-'a Remove Duplicates f. Open in Browser |:| Total Row |:| Last Column
Export Refresh .
*:I* Resize Table u‘a Convert to Range - - £3 Unlink Banded Rows |:| Banded Colum
Properties Tools External Table Data Table Style Options
Al - £ | Hovatén
A B C D E
8 Ho va tén ﬂ MNam sinh ﬂ M3 s ﬂ Vi tri n Item Type
2 |Nguyén NgocThudn  6/15/1990 ICT24H-AD1 Nhan vién kithuat Item
3 Lwong Trung Thanh 8/3/1982 ICT24H-AD2 Pho trudng phong ltem
4 Pham Thanh Tung 11/22/1980 ICT24H-AD3 Trudng phang IT Item
5 MNguyé&n Thanh Tung 2/2/1979 ICT24H-AD4 Mhan vién ki thuat ltem
6 Lwong Trung Thudn 2/8/1981 ICT24H-AD4 Nhan vién sale phin cirng  ltem
7 Pham Ngoc Thudn 10/8/1983 ICT24H-ADS Mhén vién sale phin mém Item
A

Pwa bang tinh Excel vao SharePoint list
P& dwa mot custom list tir di¥ liéu Excel vao SharePoint, thic hién cac budc sau:

1. Click Site Actions > More Options.
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Browse From: .
_Browse Fom: __| Search Installed Ttems

Installed Items > Title & Type

Office.com Import Spreadsheet
" X Type: List
Filter By: Categories: Blank & Custom
[ =
All Types > [aé L, | =] Create a list which duplicates the
8 = h=| =1 columns and data of an existing

Library = spreadsheet. Importing a spreadshest

requires Microsoft Excel or another

List Document External List Form Library Group Work Site .
compatible program.

e Workspace

]
All Categories > —I % a )
Blank & Custom —‘—_? = §J§

Collaboration Import Spreadshest Issue Tracking Links Multipage Meeting
Communication Workspace
Content
Data = ﬁ

) [ Fr F
Meetings E %
Tracking —“;56' A

Click Import Spreadsheet, sau dé click Create.
3. Nhap ténvamé ta.

Mame:
K&t qua thi

Description:
K&t qua thi lai cia 3 hoc sinh ﬂ

-

4. Chon tap tin Excel ma ban muén dwa vao.

General - F;_.hCnnditinnz
$ - % » [GHFormatas’

Calibri 11 v A=

B
/B
|II|
i |
%
o

Paste - -A- EE = M
g f B 7 U Jby =Y = = SE =S o an @Cellstyles

Clipboard s Faont a Alignment ra Mumber a Sty

1 Mi sésinhvien B Diém thi B2 két qua

2 |MNguy&n Ngoc Thuan 94228 7.5 Pass

3 Lwong Trung Thanh 54230 8,5 Pass

4 |Pham Thanh Tung 94352 6,0 Fail ;
-
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5. Click Browse va chon tép tin Excel ban can dwa vao.
Click Import.
Hop thoai Import to Windows SharePoint Services list hién thj cho phép ban chon pham vi dwa vao.
Tai Range of Cells cho phép ban chon cac 6 tirtng bang tinh. Table Range va Named Range cho phép
ban chon pham vi trong bang dwoc hién thj danh sach Select Range bén dwéi. Click Table Range dé
dwa toan b bang tinh vao.

Import to Windows SharePoint Services list |
Range Type:
I Table Range j
Select Range:
| Sheet1iTable 1 -

Import your spreadsheet data as a new Windows SharePoint Services

list.
Import Cancel
8. Click Import.
T © Hovatén M3 =4 sinh vign Biém thi KEt qua
Nguyén Ngoc Thudin & Hew 94228 7,5 Pass
Luogng Trung Thanh £ rew 94230 8,5 Pass
Fham Thanh Tung & new 94352 6,0 Fail

4 Add new item

Chinh stra cac column trwc tiép trén list thdng qua Microsoft Access

SharePoint 2010 cho phép ban chinh stra trwc ti€p cac column trén list théng qua kha nang twong tac vdi
Microsoft Access.

D& chinh stra truc tiép cac di liéu cda column, thirc hién cac thao tac sau:

1. Taitab List, click Datasheet View trén nhém View Format.
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System Account

= Hi.j — IF - Current View: [-=4 E-mail a Link @ Syne to SharePoint Workspace Lﬂv ;@
i) ' = L) M antems - @ Alert Me + Connect to Outlook [a] > s g -
StandardDatasheet | Mew Create ' List
View View Row (7]  View [ Current Page [ Rss Feed (E] Export to Excel & Settings
View Format Datasheet Manage Views Share & Track Connect & Export Customize List Settings
Thu' vién [T Ho vatén N3m sinh M3 =6 Wi trf
o= FErE Nguy&n Ngoc Thudn & new 6/15/1990 ICT24H-AD1 Nhén vign ki thust
Shersi DTS Lugng Trung Thanh & rew 8/3/1982 ICT24H-AD2 Phé trugng phong
sSh Point F . . .
areroint Farum Pham Thanh Tng & wew 11/22/1980 ICT24H-AD3 Truéng phéng IT
) Nguy&n Thanh Ting & wew 2/2/1979 ICT24H-AD4 MNhan wvién ki thuat
Lists
Luong Trung Thudn &2 wew 2/8/1981 ICT24H-AD4 MNhan vién sale phdn cing
Calendar
S Pham Mgoc Thudn &new 10/8/1983 I1CT24H-ADS Mhan vién sale phan m&m

Bénh gid nhdn wién

2. Taibang di liéu, ban ¢4 thé tryc tiép chinh stra cac dir liéu ctia column.

4 Add new item

O |8

Standard |Datasheet
View View

View Format

(B ==

=i

| — .ﬁ LLE
Mew Create
Row ﬂ View

Datasheet

Thu vién
Site Pages
Shared Documents

SharePoint Forum

Lists
Calendar
Tasks

Branh gia nhan vién

il Create Column

| Mavigate Up

_kgaMndify‘ufiew « Current View:

All Ttems

Manage Views

Current Page

>

Alert RSS
Me - Feed

E-mail a
Link

Share & Track

[A]

Marm sinh |v| M3 sh

|v| W ki |v|

Hguyén Mogoc Thudn

Lweng Trung Thanh
Phari Thanh Ting

Mguyén Thank Ting

Lwong Trung Thudn
Pham Mgoc Thuin

6/15/1330 | ICT 24H-401
8431982 ICT 24H-4D2
1142241980 ICT 24H-403
2/2M373 ICT 24H-4D4
2/8M381 | ICT 24H-AD4
10/8/1983 | ICT 24H-405

Trring phing b arketing
Pha trweng phiang
Trrdrng phang 1T

Mhan wign kT thugt

Mhén vign sale phin ciing

a “n A i
Mhan wign zale phan mem
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CHUONG 9 - SU’ DUNG CAC LIST CO SAN TRONG
SHAREPOINT FOUNDATION

Trong chuwong trwdc, ban da dwgc thiét [ap co ban cdc list trong SharePoint Foundation. SharePoint
Foundation cung c&p cho ban 5 nhém bao gém Blank & Custom, Communication, Content, Data va Tracking.

Trong chuong nay, ban sé dugc st dung tirng loai list trong 4 nhém Communication, Content, Data va
Tracking.

Str dung cac list trong Communication

Nhém Communication chl yéu cung cap cho ban cdc list thich hgp cho viéc truyén thong, lién lac. Trong nhém
nay gom cdc list:

e Announcements: st* dung dé tao cac théng bao ngan.

e Contact: cho phép tao cac thong tin cd nhan dé€ lvu vao danh ba. Ban c¢6 thé dong bo list nay vdi
Microsoft Outlook.

e Discussion Board: tao cac bang théng bado cac chii dé thao luan.

e Links: cho phép lién két v&i cac trang web hodc nguon tai nguyén khac.

Annoucement

Annoucement cho phép ban tao ra cac item dé thong bdo dén nguwdi dung trén site hodc tin tirc nao dé. List
nay c6 3 column:

Column Ki€u column Mb ta

Title Single line of text Mot doan van ban nhé lam thong
bdo.

Body Multiple lines of text N6i dung clia théng bdo

Expires Date and Time Ngay hét han hién thi list.

P& tao mot théng bao mdi, thye hién cac bwéc sau:

1. Tao list Annoucements.
2. Click Add new announcement.

I @ Title

There are no items to show in this view of the "Thdng bao” list. To ad

gr iAdd new announgement Click d& tac mét théng

bdo mdi

3. Dién cdc thong tin cho théng bao.
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Thong bao - New Item

Editing Tools
Format Text
Verdana - gpt v 1T = E @, v
B 7 U e x, X° %%% 1= [ Select -
Paste = Styles Ma.rkup s
- ). B AL A, ZIRL - Styles. <3 HTML.
Clipboard Font Paragraph Styles Markup
Title * [Théng bdo nghi T&t Duong Lich 2011
Body Phéang IT xin thdng bdo dén todn th& nhan vién lich nghi Tt Cuang
Lich ndm 2011 nhur sau:
Théi gian: tr 31/12/2010 dén 04/01/2011
frm. Irué‘ng phong IT
Nguyen Ngoc Thudn
Expires [1/5/2011 i

Save Cancel

Ban ¢6 thé str dung cac chirc nang dinh dang trén Ribbon nhu str dung & Microsoft Office Word. Néu ban mudn
chén hinh anh (Picture), bang (Table), lién két (Links) hodc dinh kém mét tap tin (Upload File) , click tab Insert.

4. Click Save dé hoan tat.

[T @ Danh sédch cdc thdng bao Modified

Théng bdo nghi Tét Duong Lich 2011 & new 10/30/2010 7:29 PM

gr Add new announcement

5. Ban ¢4 thé click vao item va kiém tra.
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Thong bao - Théng bao nghi Tét Duong Lich 2011

Version History

T

& @Manage Permissions
Edit
Item X Delete Item

hManage

i Alert Me

Actions

Danh sach cac thing bao

Body

Expires

Contacts

Thdng bao nghi Tét Dwong Lich 2011

Phang IT xin thdng bao dén toan thé& nhén wvién lich nghi Té& Dwong Lich

nam 2011 nhwr sau;

Thdai gian: tir 31/12/2010 d&n 04/01/2011

1/5/2011

Created at 10/30,/2010 7:29 PM by System Account
Last modified at 10/30,/2010 7:29 PM by SHAREPOINT \system

TM. ;I;rud'ng phéang IT
Mguyen Ngoc Thuan

Contact cho phép ban Iwu tri thong tin ca nhan c6 thé |a cac nhan vién, thanh vién trong cong ty, trong nhém,
cdc khach hang, d6i tac, nha cung cép ...

>

Column Ki€u column M5 ta

Last Name Single line of text Ho

First Name Single line of text Tén riéng
Full Name Single line of text Tén day du
E-mail Address Single line of text bia chi e-mail
Company Single line of text Tén cong ty
Job Title Single line of text Chirc vy

Business Phone
Home Phone
Mobile Number

Single line of text
Single line of text
Single line of text

bién thoai trén cong ty
bién thoai nha
bién thoai di dong

Fax Number Single line of text S6 fax

Address Multiple lines of text Dija chi

City Single line of text Thanh phé
State/Province Single line of text Ti€u bang/Tinh thanh
ZIP/Postal Code Single line of text Ma vung
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Country/Region Single line of text Qudc gia
Web Page Hyperlink Lién két dén trang web
Notes Multiple lines of text Cac ghi chd khac

Danh sach nhan vién - Nguyén

Custom Commands

| Version History i Alert Me

T

& @Manage Permissions

Edit
Item X Delete Item

Manage Adtions

=

Last Mame Nguyén
First Name Thudn
Full Mame Mguyén Thudn
E-mail Address nguyenthuan@ict24h.net
Company ICT24H
Job Title IT Staff
Business Phone (08) 982 8315

Home Phone

Mobile Number

Fax Mumber

Address 01
City HCM

State/Province

ZIF/Postal Code

Country/Region

Web Page http:/fict24h.net

Két ndi Contact vé&i Microsoft Outlook
Ban 6 thé két ndi, twong tac Microsoft Outlook vdi cdc contact ma ban da tao.

1. Click chon vao item.
2. Taitab List, trén nhém Connect & Export, click Connect to Outlook.
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Create Visio Diagram

QR S [0F (=

E-maila Alert RS55 Sync to SharePoint) Connedt tof Export to
Link Me - Feed Workspace QOutlook cel Open Schedule

@ Open with Access

Share & Track onnect & Export

3. HOp thoai Internet Explorer. Click Allow.

Internet Explorer x|

\J - Do you want to allow this website to open a program on

1 your computer?

From: sharepoint2010
Program: Microsoft Outlook

Address: stesync:/fstsf? =
ver =1, 1&type =contacts&cmd =add-folder &#base- ;|

¥ Aways ask before opening this type of address

Allovwe I Cancel |

paotentialhy ham your computer. Do not allow it unless you trust

|@ Allowing web content to open a program can be useful, but it can
N the source of the content. What's the risk?

4. Taihop thoai Microsoft Outlook, click Yes d& xdc nhan két néi gitra Microsoft Outlook va list.

x

Connect this SharePoint Contacts List to Outlook?

You should only connect lists from sources you know and trust,
ICT24H - Danh sach nhan vién
http://sharepoint2010/Lists /Danh sch nhn ving/

To configure this Contacts List, dick Advanced.

Advanced... | Yes | Mo I

5. Hién thj thong tin trén Microsoft Outlook.
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File. Home send / Receive Folder View
— % Update Folder — = (i Q
? =l — 3 =_I My )
= Iz Send All . e
send/Receive ) ) Show Cancel Dial-Up Work
All Folders '-_:Il send/Receive Groups | progress Al Connection = Offline
5end & Receive Download Preferences
4 My Contacts <
85 Contacts
4 Other Contacts Thudn, Mguyén
5.] 1CT24H - Danh séch nhén vién Nguyén Thuan
ICT24H
IT Staff

[08) 982 8315 Work
nguyenthuan@ict24h.net
¥ |

HCM

http:/fict24h.net

Discussion Board

Discussion Board la mét list cho phép ban c6 thé tao cac chli dé thio luan véi cic thanh vién trong nhém,

phong ban.

Column Ki€u column Mb ta

Body Multiple lines of text NGi dung chti dé
Subject Single line of text Tén chu dé

P& cuing thao luan, phan hoi y kién, ngwdi dung c6 thé click Reply.

Posted By Post
—
Started: 10/30/2010 10:21PM View F'ru:uperﬁe4 | L Reply
_

Thao ludn vé chuyén du lich cudi nam

Moi ngudi co dé xuat gi vé chuyén du lich cudi nam.
I. |
System Account

Binh ludn w& chi df om—
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Soan ndi dung can gtri va click Save.

| Started: 10/30/2010 10:21 FM View Properties | [ Reply

Thao ludn vé chuyén du lich cudi nam
Moi ngudi co d& xudt gi vé& chuyén du lich cudi ndm.

System Account

Posted: 10/30/2010 10:27 PM View Properties | [ Reply

Minh d& wuat di Nha Trang nghi mat

L ¥ Show Quoted Messages

Pham Tung

Links

Links cho phép ban tao cac lién k&t dén trang web nao dé dé chia sé dén cac thanh vién trong nhém.

T Type Edit URL
| Zdng ding ICT Viét Mam
g0 Add new link

Str dung cac list trong Tracking

Calendar la mét tinh nang cho phép ban tao va duy tri cdc danh séch sy kién, hoi hop. S&r dung Calendar dé
theo d6i cac deadline, c6t méc hodc thoi gian cho mét cong viéc.

D& thém 1item vao lich, click Add trén mét ngay ma ban chon.

4 % October 24 - October 30 2010
24 Sunday 25 Monday 26 Tuesday

System Account

Add Person:

Hop thoai hién thj cho phép ban dién théng tin.
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Column Kiéu Column M6 ta

Title Single line of text Tén cua sw kién

Location Single line of text Noi dién ra sw kién

Start Time Date and Time Thoi gian bat dau sy kién

End Time Date and Time Thoi gian két thic sy kién

Descripton Multiple lines of text M6 ta su kién

Category Choice Loai su kién

All Day Event Special Khéng xdc dinh thoi gian bat dau va két thic sy kién
Recurrence Special T6 chirc sw kién dinh ki

Workspace Special Thiét 1ap cac vung lam viéc danh cho sw kién

Lich lam viéc - HGi thao gidi thiéu SharePoint 2010

Custom Commands

% Version History i Alert Me
—A 2

Wb Manage Permissions
Edit Edit

Item  Series X Delete Item
Manage Actions
Title Hdi thao gidi thigu SharePaint 2010
Location Hdi trugng ICT24H
Start Time 10/25/2010 7:00 AM
End Time 10/25/2010 11:00 AM
Attendees System Account
Description Budi hai thao gidi thiéu v& SharePoint 2010 va cdc lgi ich mang lai cho
doanh nghiép
Category
All Day Event
Recurrence Every 1 month(s) on day 25
Workspace

Content Type: Schedule
Created at 10/30,/2010 11:19 PM by System Account
Last modified at 10,/30/2010 11:19 PM by System Account

Giéng Contact list, Calendar cho phép ban xuét ra thong tin va déng bd véi Microsoft Outlook. D& xuat ra mot
s kién, thiyrc hién cdc budce sau.

1. Click vao moét sir kién.
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2. Hop thoai hién thi, click tab Custom Commands > Export Event.

Lich Iam viéc - HGi thao qgidi thiéu SharePoint 2010

View Custom Commands

e

Export
Event

Custom Commands

3. Hop thoai File Download hién thj. Click Save d& lwu tri.

8o o owsevr rom shar JRTEIEY) |
x

Do you want to open or save this file?

Iz E Mame: owssvr.ics |
- Type: iCalendar File

From: sharepoint2010

Open Save | Cancel I

¥ Aways ask before opening this type of file

harm your computer. f you do nat trust the source, do not open or B

| |@ While files from the Intemet can be useful, some files can potentialy e
N save this file. What's the risk?

4. Chonvung lwu trir.
5. M tap tin bang Microsoft Outlook.
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B Arrange | Manage Calendars Share Find |
HIEd9 0o « |- Héai thdo gidi thiéu SharePoint 2010 - Appointment = B 23

*

Bl File Appointment Insert Format Text Review & 9
- HH Appointment % =) [
e - 4 ¥ L4 - I

lﬁ—‘ x % IE e E [l Busy +_¥ Recurrence —ﬁ

al
fﬁ scheduling
Save & Delete Copyto My E;’v Invite & Mone - g Time Zones | 1895 | Zoom
Close Calendar Attendees T
Actions Show Attendees Options Zoom
Subject | Hai thdo gidi thiéu SharePoint 2010 |

Location: |H6i trudng ICT24H

Start time: | Mon 10/25/2010 - |?:00 AM - |:| All day event
Endtime: | Mon 10/25/2010 - | |11:00 AM -
b e ) T . . i
Budi hdi thao gigi thigéu vé SharePoint 2010 va cac Igi ich mang lai cho doanh nghigp e
I w

F

Bén canh dé, ban c6 thé s dung chirc ndng Connect to Outlook trén tab Calendar dé két néi véi lich trong
Microsoft Outlook.

ICT24H - System Account - SharePoint Lists - Microsoft Outlook (Trial)

Folder View

........ I..I.I..I. .I. .I.. ﬁ |:'_|ﬂ _'_-.p‘
=EEE D DT8R &

Work Week Month Schedule Open  Calendar E-mail Share Publish Calendar
Week hd View Calendar ~ Groups ~ | Calendar Calendar Online = Permissions
4] a Arrange x| Manage Calendars Share

4 » Qctober 25, 2010

25 Manday

SEFI'I

7:00 AM -11:00 AM Héi thao gidi thiéu SharePoint 2010
(Héi truéing ICT24H)

gl:ll:l
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Tasks

Task list cho phép ban ¢6 thé nhap théng tin vé cdng viéc va theo déi cc cong viéc trong nhém.

Column Ki€u column Mé ta

Title Single line of text Tiéu dé

Predecessors Lookup Cho phép thiét Iap cong viéc tiém nhiém

Priority Choice Thiét Iap wu tién cdc mirc d6 cao (High), binh thudng (Normal)
Status Choice Trang thai cong viéc

% Complete Number Mtrc d6 hoan thanh cong viéc, theo tilé phan tram

Assigned To Person or Group Thiét 1ap ngwdi ddm nhiém cong viéc nay

Task Group Person or Group Khong hién thi d8i v&i ngudi dung. Chi str dung danh cho nhém.
Description Multiple lines of text  M& ta cong viéc

Start Date Date and Time Thoi gian bat dau

Due Date Date and Time Ngay dén han

Cong viéc - Mua server IBM cho cdng ty

| Version History g Alert Me

T

@Manage Permissions

II::EETIIFI # Delete Item
Manage Actions
Title Mua server IBM cho cdng ty
Predeceszors
Priority (1) High
Status In Progress

% Complete

Assigned To Pham Tung

Description Mhan vién Tlng mua server IBM 3650 cho cdng ty
Start Date 10/31,/2010

Cue Date

Content Type: Task
Created at 10/31/2010 12:30 AM by System Account
Last modified at 10/31/2010 12:30 AM by System Account
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Project Task
Project Task cho phép ban thé hién cac cong viéc trong mét dy an theo cac bang va biéu dd. Cic column trong

Project Task tuwong tw nhw trong Task.

Site Actions -

Browse Items

; - _-!-é Zoom In —  [[J» Modify View . Current View: : _:;g, G |£| Syncto
—'} j =] (5} Zoom Out _I‘-—’) i Create Column | Project Tasks . I |0 Conned
standard| Datasheet  Mew Create E-maila Alert RS5
View View Row T scrollto Task  View 3] Mavigate Up Current Page link  Me~ Feed |1—_|Exportt
View Format Datasheet Gantt View Manage Views Share & Track
=reiET @ Title Start Date Due Date o | f31/2010 11/7/2010
j : M|ITWT|FSSMTWT|F
Site Pages L&n k& hoach trif 11/2/2010 C
Shared Documents dh
SharePoint Forum

Issue Tracking

Gan giéng Task, Issue Tracking dworc str dung dé theo d6i va giai quyét cac van dé, ruiro trong céng viéc.

Column Ki€u Column Mé ta
Title Single line of text  Tiéu dé
Assigned To  Person or Group  Nguwdi dam nhiém giai quyét cong viéc
Issue Status  Choice Trang thai hoat dong (Active), da giai quyét (Resolved) va Closed (ddng ai).
Priority Choice Mtrc d6 wu tién cao (High), trung binh (Normal) va thap (Low)
Description  Multiple linesof M6 ta
text
Category Choice Cac muc tly chon mdc dinh. Chinh slra cac tuy chon nay khi tao cédc danh
sach theo dai.
Comments  Multiple lines of  Binhluan
text
Related Lookup Cho phép ngu&i dung chon céc cong viéc ¢d lién quan.
Issues
Due Date Date and Time Thoi gian két thac
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Issue - Cac may tinh nhan viét dut két ndi Internet...

3 Version History il Alert Me

O

& @Manage Permissions

IEETIJ':' » Delete Item
Manage Actions
Title Cac may tinh nhan viét ddt két ndi Internet
Aszzigned To Pham Tung
Issue Status Active
Priority (1) High
Drescription Vao ldc 14h chiéu ngay 31/10/2010 thi cdc may tinh clia nhdn vién
khong truy cdap vao Internet duoc.
Category (1) Categoryl

Related Is=ues
Comments System Account (10/31/2010 3:56 PM):
Due Date

Version: 1.0
Created at 10/31/2010 3:56 PM by System Account
Last modified at 10/31/2010 3:56 PM by System Account

Lam viéc v&i Survey

Survey la list cho phép ban tao ra cac cau hoi d€ khao sét, tham do nguwdi dung. Survey la phwrong phap dé 1ay
phan hoi tir ngwdi dung. Vi du mot survey danh cho site ciia phong quan tri nhan sy ¢6 thé tham do y ki€n nhan
vién vé siy hailong cla tro cdp y té€ hodc mot ki nghinao dé?

Khi tao Survey, 2 tlly chon ban can chi y sau:

Survey Options

Specify whether users’ names will appear in Show user names in survey results?
survey results and whether users can respond (*) Yes ) No
to the same survey multiple times. Allow multiple responses?

) Yes (2} No
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e Show user names in survey results: hién thj tén tai khoan trén két qua tham do.

e  Allow multiple responses: cho phép tra 1i trong tham do nhiéu [an.

Finish Cancel
" Viing Tau
{ Phd Qudc
{~ Vinh Ha Long

Finish Cancel

PE thuyre hién trd 10 cdc cau hdi tham do, ban ¢d thé click Respond to this Survey.

(= Recpond to this Survey | | Actions » | Settings -

Survey Name: Survey 1
Survey Description:
Time Created: 10/31/2010 4:21 PM

Number of Responses: 2

E Show a graphical summary of responses
E Show all responses

D& thém cau hoi tham do, click Settings > Add Questions

| Actiocns » | Settings -
Add Questions
5 1 Add an additional question to
Hrvey this survey.
—2  Survey Settings
10/31,/201 _ Manage gquestions and settings
9 for this survey.

2
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Survey cho phép ban xem cac thanh két qua tryc quan db hoa bang cach click Show a graphical summary of
responses.

1. Ban thich co mdt ki nghi ¢ dau vao cudi nam nay?

Mha Trang

Wing Tau
0 (0%)
Fhi Qudc
0 (0%)
“inh Ha Long
0 (0%)

Total: 1
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CHUONG 10 - THV VIE:N TRONG SHAREPOINT
FOUNDATION 2010

Trong 2 chuong trwde, ban da dwgc tim hiéu co ban vé list, la mot thanh phan dung dé Iwu tri thong tin trong
SharePoint. Nhw ban da thdy, SharePoint cung cdp tinh linh hoat trong lwu tri va quan ly di liéu bang cach tao
customlist. Bén canh viéc quan ly di¥ liéu, mét giai phap cdng tac con doi hdi phai lwu trir va quan ly tai liéu,
hinh anh va cac tap tin khac.

SharePoint quan Iy tai liéu trén cac thw vién. Viéc str dung thw vién cling gan nhu list, ¢6 céc column, céc tinh
nang m& rong va ché do hién thi. SharePoint Foundation 2010 ¢6 cac kiéu thw vién sau:

e Document Library: [wu tri cac tai liéu Office nhw Word, Excel.

e Form Library: lru trir XML form dugc tao tir InfoPath.

e  Picture Library: cac tinh ndng quan ly va lwu tri hinh anh thuéc dinh dang JPG va GIF.

e  Wiki Page Library: tao va lwu tri céc trang lién két cling nhw céc ndi dung cho cdng tac.

Create B

e J— 5
Installed Items > L., Type .
Office.com Document Library
" X Type: Library
Filter By: - Categories: Content

All Types D ) %) f%f} A place for storing documents or other

ib files that you want to share. Document
Library > libraries allow folders, versioning, and

List Document Library Form Library Picture Library Wiki Page Library check out.

Page
Site

More Options

All Categories

~

Blank & Custom
Collaboration

Communication

Content

Document Library

Trong s8 cac loai thw vién ma SharePoint cung cdp, document library 1a mét thu vién dién hinh cho viéc quan ly
tap tin. Document library hd trg cho ban céc tinh nang quan ly tai liéu nhu check-infout, versioning va ciu tric
thuw muc can thiét dé quan ly tap tin.

Tao mot thw vién tai liéu
Céc thao tac tao mot thu vién tai liéu cling gan nhw list, the hién céc brdc sau:

1. Click Site Actions > More Options.
2. Click Library va chon Document Library.
3. Click More Options.




sP1 GIAO TRINH QUAN TR| SHAREPOINT 2010 - BASIC

Browse From:

Installed Items >

Office.com

Title = Type

Blank & Custom
Collaboration
Communication

Content

Type: Library
- — Categories: Content

All Types D 3 E &T‘.ﬁ A place for storing documents or other

ib files that you want to share. Document
Library libraries allow folders, versioning, and

= Document Library Form Library Picture Library Wiki Page Library check out.
Page
Site |-'\.'5me

. More Options

All Categories >

Search Installed Items

Document Library

4. Tai Name va Description, nhap tén thw vién va mo ta vé thw vién.
5. Chon Yes vao Display this document library on the Quick Launch néu ban muén hién thj thu vién trén

Quick Launch.

6. N&u ban mudn tao ra cac phién ban sau méi Ian chinh sira tap tin trén thw vién tai liéu, chon Yes tai
Create a version each time you edit a file in this document library.

7. Tai Document Template, chon mét ki€u tai liéu hodc tap tin mac dinh lwu tri.

Mame and Description

Type a new name as you want it to appear in
headings and links throughout the site. Type
descnptive text that will help site wvisitors use
this docurment library.

Mavigation

Mame:

Thur wvign tai ligu

Description:

Specify whether a link to this document library
appears in the Quick Launch.

Document Version History

Display this document library on the
Quick Launch?

(=) Yes () No

L

Specify whether a version is created each time
vou edit a file in this document library.

Document Template

Create a version sach time you edit a
file in this document library?

) Yes (=) No

Select a document template to determine the
default for all new files created in this
document library.

Document Template:

Microsoft Word docurment -
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8. Click Create dé tao.

Thém tai liéu vao thw vién

D& dura tailiéu vao thuw vién, thure hién cac bwdce sau:
1. Trén thu vién, click Add document.

r Type Mame

There are no items to show in this view of the "Thu

gp Add document

2. HOp thoai Upload Document hién thi.

Thu vién tai liéu - Upload Document

Upload Document
Mame:

Browse to the document

you intend to upload. I

Browse... |

Upload Multiple Files...
¥ overwrite existing files

K, Cancel

Click Browse va chon tailiéu can dua l1én.

Click OK dé hoan tat.

N&u ban muén upload dong thoi nhiéu tai liéu, click Upload Multiple Files.
Trén hop thoai Upload Multiple Documents, click Browse for file instead

oo w

1
_C.ﬂDrag Files and Folders Here

Browse for files instead
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7. Chon nhirng tai liéu can dwa lén thu vién.
8. Danh ddu chon Overwrite existing files néu ban mudn ghi dé 1én mot tailiéu c6 san trong thu vién.
9. Click OK dé ti€n hanh upload.

Thu vién tai liéu - Upload Multiple Documents

Type Mame Size Status
(el Windows 7 Fundamental.docx 12 KB Done
@ Windows Server 2003 - Print Service.docx 12 KB Cione
@ Windows Server 2008 R2 - DNS.docx 12 KB Done

3 out of 3 files uploaded
Total upload size: 37 KB

W Cverwrite existing files

Done Cancel
10. Click Done.
[T Type Mame Maodified
IE_|1 SharePoint 2010 for ICT24H user £fHew 10/31/2010 7:13 PM
L) Windows 7 Fundamental & Hew 10/31/2010 7:18 PM
IE_l] Windows Server 2008 - Print Service & vew 10/31/2010 7:18 PM
IEH Windows Server 2008 B2 - DNS 2 Hew 10/31/2010 7:18 PM

gp Add document

e

Check-in/out tai liéu

Sau khi m& tai liéu trong thu vién dé chinh stra va lwu thay d6i, nhitng ngwdi dung khac cling ¢4 thé xem nhirng
stra di d6 bang cach md tai liéu. i lic ban can lam viéc véi mot tai liéu va khong mudn ngudi khac chinh sira
tai liéu d6. DE giai quyét van dé nay, SharePoint cung c&p cho ban co ché ki€ém soat check-in va check-out.
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Check-out: thyc hién check-out nghia 1a ban da thyc hién khéa mot tailiéu dé ¢ thé chinh stra né. Biéu nay cho
phép ban lam viéc trén tai liéu ma khong lo 1ang vé nhirng ngudi khéc sé thay déi né. Piéu quan trong & day la
trong SharePoint hay cac hé théng twong tuw khac nd van hién thj tén ngudi da check-out. Bang cach dé, moi
ngwoi déu biét ailam viéc trén dé.

Check-in: thuc hién check-in nghta la ban dang upload mét tai liéu dd dwoc chinh stra 1én thu vién va né cho
phép nhitng nguoi dung khac dwoc chinh stra. Khi check-in, ban ¢6 thé xem dwoc nhirng su thay déi. Sau dg,
nhitng ngudi khac cé thé thdy dwoc nhitng sy thay déi theo cac thoi di€ém trén tai liéu. Diéu nay gitip moi
ngwoilam viéc cdng tac véinhau.

P& thurc hién viéc check-out tai liéu, thire hién cic buwdc sau:

1. Trén thw vién, click vao mot tailiéu.
2. Click biéu twong mii tén va chon Check Out.

T Type Name

el SharePoint 2010 for ICT24H user & Hew -
IEI_] Windows 7 Fundamental 2 Hew Wiew Properties
IE_] Windows Server 2008 - Print Service & Hew IJ' Edit Properties
(il Windows Server 2008 R2 - DNS &inew @] Edit in Microsoft Word

I _é Check Out

gr Add document : :
&y Version History

Check-out t31 1ifU
Alert Me

Send To L4

Manage Permissions
Delete

X @

3. Tai hop thoai Microsoft Internet Explorer, click OK. Néu ban muén Iwu trr mot ban sao vao thuw muc
trén 6 dia mdy tinh ban, ddnh diu chon Use my local drafts folder.

Microsoft Internet Explorer x|

|@| You are about to check out:
k. ® 4 MName: .. for ICT24H user.docx
From:  sharepoint2010

™ Use my local drafis folder

coes_|

Some files can ham your computer.  this information looks
suspicious, or you do nat fully trust the source, do not open the file.

4. Biéu twgng Check-out hién thj & tailiéu ban vira thao téc.
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" Type Name
| e SharePoint 2010 for ICT24H user & new
(el Windows 7 Fundamental & vew
EI._] Windows Server 2008 - Print Service &Hew
EI._] Windows Server 2003 R2 - DNS 2 new

g Add document

5. N&u ban muén Check-in, thyre hién twong ty thao téc Check-out va click chon Check In.

I Type Mame

e SharePoint 2010 for ICT24H user & Hew -
[Ell_] Windows 7 Fundamental &new View Properties
Ell_j Windows Server 2008 - Print Service £iHew Edit Properties
] Windows Server 2008 R2 - DNS 2w Edit in Microsoft Word

Check In
Discard Check Out

@ Add document

g B {

r
2

ersion History

Alert Me
Send To r

Manage Permissions
Delete

X @

Khi thire hién Check-in, hdp thoai Check in hién thi. Pdnh ddu chon Yes néu ban mudn git lai check-out sau khi
da check-in. Diéu nay cd nghia rang ban ¢4 thé ti€p tuc chinh sira tai liéu. Tai Comments, ban ¢4 thé nhap mo ta
vé sy thay déi.

Retain Check Out ) o
Retain your check out after checking in?
Other users will not see your

changes until you check in. If
you wish to continue editing,
you can retain yvour check out

after chedking in.
Comments

Comments:
Type comments describing Can nhat théng tin.. "
what has changed in this AP e 9 —I
VErsion.
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Version

Giéng nhu nhirng ki€u quan ly tai liéu khac, thu vién trong SharePoint ¢ kha nang lwu trir tai liéu & tirng thoi
diém khi ban lvu mt tai liéu. Digu nay giip ban c6 thé xem duwgc cac phién ban cd cla tai liéu.

1. Click vao moét tai liéu.
2. Click bi€u twgng mi tén va chon Version History.

[T Type MName

e SharePoint 2010 for ICT24H user & new -
IE_] Windows 7 Fundamental inew “iew Properties
(] windows Server 2008 - Print Service & Hew (5} Edit Properties
(i) Windows Server 2008 R2 - DNS &2 Hew W] Edit in Microsoft Word

_ﬁ Check Cut

dr Add document . .
2] Version History

Alert Me
Send To L

Delete

@ Manage Fermissions

3. Taihop thoai Version History, ban c6 thé xem duoc cac phién ban

Version History

Delete All Versions

Mo. + Modified Madified By Size Comments
1.0 10/31/2010 9:28 PM Mguyen Thuan 17.9 KB
Document Workspace

Document library cung cdp mot khong gian lam viéc riéng déi véi mot tai liéu, dwoc goi 1a document
workspace. Document workspace cho phép ban c6 thé tao ra mét khong gian riéng biét va cong tac clng
nhitng ngudi khac dé cling lam viéc trén mot tai liéu cu thé nao d6. Pidu nay hitu ich khi c6 nhigu ngudi can
déng gép y kién d6i véi mot tai liéu phirc tap chdng han nhu hop dong, chinh sach cong ty..

P& tao mot khong gian lam viéc riéng cho mat tai liéu, thyre hién cac bude sau:

1. Click vao mét tai liéu.
2. Click bi€u twgng mi tén va chon Send To > Create Document Workspace.
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[T Type Name Madified 1
v @] SharePoint 2010 for ICT24H user & Hew » |10/31/2010 9:28 PM |
@] Windows 7 Fundamental & new View Properties 10/31/2010 9:28 PM [
()] Windows Server 2008 - Print Service muw | Egt Edit Properties 10/31/2010 9:28 PM !
(&L Nindows Server 2008 R2 - DNS & Hew @] Edit in Microsoft Word 10/31/2010 9:28 PM I
4 Add document "h Checle Out

ersion History

Alert Me
I Send To ’I I_f Other Location
@ Manage Permissions %+ E-mail a Link
}{ Delete I Create Document Workspace

Download a Copy

3. Taitrang Create Document Workspace, click OK.

Mame: SharePoint 2010 for ICT 244 user
Location: http:/fsharepaint2010

Do you want to create this Document Workspace?

Cancel
. ~ e Y A . Y oA oA e 7. " A e
4. SharePoint sé cap mot khéng gian lam viéc riéng doi véi mot tai ligu.
SharePoint 2010 for ICT24H user
L)
Home Search this site... P @
Libraries
_ Announcements
Lists Welcome to the SharePoint 2010 for ICT24H user Document Workspace & new 11/1/2010 9:24 AM
Calendar by Nguyen Thuan
You can use this Document Workspace to work on documents with other members of the site. Use the Tasks list to assign and manage
tasks. Upload files to the Shared Documents library to share them with others. Use the Links list to create shortcuts to files...
Discussions
Team Discussion 4k Add new announcement

E‘ Recycle Bin
(2 Al site Content Shared Documents Members
[T Type Name Madified Maodified By Nguyen Thuan
Groups
[ SharePoint 2010 for ICT24H user 11/1/2010 9:24 AM Nguyen Thuan
£ new = Add new user

gk Add document
Links
There are currently no favorite links
Tasks to display. To add a new link, click

"Add new link".
- Title Assigned To Status
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Tai khong gian nay ban cé thé thém cdc ngwdi dung khac vao bang cach click Add new user. Document
workspace ciing cho phép ban tao céc list nhw Announcement, Task ....Sau khi dd hoan tat cac c6ng viéc trén
tai liéu ban ¢4 thé cap nhat va xudt ban tailiéu tré lai thw vién.

1. Click vao tailiéu.
2. Click biéu twong mii tén va chon Send To > Publish to Source Location.

[T Type  Mame Modified Modified By

r IEI_] SharePoint 2010 for ICT24H user . 11/1/2010 9:24 AM Mguyen Thuan

55 HEW

Wiew Properties
IJ Edit Properties

gk Add document

IEI_] Edit in Microsoft Word

Tasks
gy Check Out
I Title Status
Alert Me
There are no items to Send To * j Other Location
& Add new item & Manage Permissions 44 E-mail a Link
K Delete Fublish to Source Location

Download a Copy

3. Taitrang Publish to Source Location, click OK dé xac nhan.

Operation Completed Successfully

The contents of http://sharepoint2010/Ebook/SharePoint 2010 for ICT24H
user.docx have been updated.

Ik

Folders

Giéng nhu list, ban c6 thé tao cac thu muc trong thu vién SharePoint dé t6 chirc Iy trir tai liéu. DE tao mot thu
muc trong thw vién, thwc hién cac buwdc sau:

e (lick tab Document.
e Tréntab New chon New Folder.
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Library Tools

Site Actions ~ @  Browse Documents
j ﬂ Check Out
_—
: Check In
Mew Upload Mew Edit View
Document ~ Document ~ | Folder| Document &, Discard Check Qut  Properti
MNew Open & Check Out

e Hop thoai New Folder hién thi, nhap tén thu muc.

Mew Folder

2y 4 Cut
H E ‘J 53 Copy

Save Cancel Paste
Commit Clipboard
Name * Windows Server 2008

Save Cancel

e Sau khitao xong thr muc, ban ¢4 thé click vao thw muc va upload tai liéu.

General Settings

Clng giéng nhuw list, v&i document library ban ¢6 thé sir dung General Settings dé thiét 1ap co ban cho thw
vién. D€ m& General Settings, ban ¢4 thé click Library Settings trén tab Library.

Library Tools

— [P Modify View - Current View: j @ |§| Q Connect to Outlook = cA= 1 @
[ : 3 o Fat) = e =)
£ _‘-—) 1l Create Column | All Documents = . @ @ Export to Excel -
Create E-mail a Alert RSS Sync to SharePoint Form Web  Edit Mew Quick] Library Library
View [3] Navigate Up Current Page Link Me~  Feed Workspace L; Open with Explorer Parts »  Library Step Settings Permission:
t Manage Views Share & Track Connect & Export Customize Library Settings

Tai General Settings c6 4 thiét lap:

e Title, description and navigation.
e Versioning settings
e Advanced settings
e Validation settings
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Click vao Title, description and navigation dé thay d6i tén, mé ta va cho phép hién thj & Quick Launch.

Mame:
I,'EI:H:u al's
Description:

Thu vién tai ligu ki thuat =]

|~

. Display this document library on the Quick Launch?

{* fes " Mo

Save Cancel

V&i Versioning Settings, ban ¢4 thé thiét 1ap chirc nang Iwu tri phién ban. Trong thu vién tai liéu, ¢ 2 diém
chinh bang can chayy.

e Create major versions: méi [an tai liéu dwoc lwu lai, phién ban chinh s& tang (vi du 1.0, 2.0 hodc 3.0)
e  Create major and minor (draft) versions: cho phép Iwu phién ban chinh theo kiéu Major version, ngoai
ra ban ¢6 thém cdc phién ban con (minor version) (vi du 1.1, 1.2 hodc 1.3)

Create a version each time yvou edit a file in this
document library?

' No VErsioning

® Create major versions
Example: 1, 2, 3, 4

' Create major and minar (draft) versions
Example: 1.0, 1.1, 1.2, 2.0

N&u ban mudn phé chuén triede khi glri mét tai liéu cd thé click Require content approval for submitted items?
Nhap s6 phién ban ban mudn lwu gil tai Keep the following number of major versions.

Tai Require Check Out, chon Yes néu ban mudn tai liéu phai dvgc check-out trivdc khi dwgce chinh sira.

Require documents to be checked out before they can be
edited?
 Yes = No

| oK I Cancel |
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Trong Advance Settings c6 mot s6 diém chu y sau:

e Document Template: thiét Iap URL cla tai liéu dwoc sir dung nhuv la template trong thuw vién. Khi
nguwdi dung chon chirc ndng New Document, cac tap tin mdi sé dua vao template ma ban da thiét lap.

e Opening Document in the Browser: m¢& tai liéu hién thj trén trinh duyét (tinh ndng nay chi ¢6 trén

SharePoint Server 2010)

e Custom Send To Destination: cho ban kha nang thém mét lién dén cac submenu Send To cua tai liéu,
cho phép ngudi dung dé& dang sao chép tai liéu dén vi tri Send To.

Document Template

Type the address of a template to use as the basis for all new files created in this document
library. When multiple content types are enabled, this setting is managed on a per content type
basis. Learn how to set up a template for a library.

Opening D ts in the

Specify whether browser-enabled documents should be opened in the dient or browser by default
when a user dicks on them. If the dient application is unavailable, the document will always be
opened in the browser,

Custom Send To Destination

Type the name and URL for a custom Send To destination that you want to appear on the context
menu for this list. Itis recommended that you choose a short name for the destination.

Template URL:
|Eb00|-ci'F0rrn5.ﬂ'teranate.dobc
(Edit Template)

Default open behawvior for browser-enabled documents:
" Open in the client application
' Open in the browser
¥ Use the server default (Open in the browser)

Destingtion name: (For example, Team Library)

|Share Documents
URL:
|E|:I%20D0cument&.ﬂ'FormszllItems.asp)d
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CHUONG 11 - QUY‘I“EN HAN SITE TRONG SHAREPOINT
FOUNDATION 2010

SharePoint Ia mdt méi trvdng ¢4 tinh an toan cao va doéng thoi ban cé thé diéu chinh cic quy@n han truy cap
phu hgp véi nhu cdu doanh nghiép mét cach dé dang. Khi ban tao mét site collection, ban s& ¢ 3 nhdm
SharePoint trong SharePoint Foundation.

Trong chwong nay, ban sé dugc tim hiéu co ban vé quan ly quyén han trén site collection, list va cac thw vién.
Thiét 1ap quyén han trong thw vién tai liéu

Trong thuw vién tai liéu, ban cé thé thiét 1ap quyén han truy cap cho ca thw vién hodc tham chi 1a mot tai liéu nao
dé. D& thiét [ap quyén han truy cap cho thu vién, thuc hién cac budce sau:

1. Taitab Library, trén nhém Settings, click Library Settings.
2. Click Permissions for this document library.

List Information

MName: Eboolk

Web Address: http://sharepoint2010/Ebook/Forms/Allltems. aspx

Description: Thur vién tai ligu ki thuat

General Settings Permissions and Management

Title, description and naviaatior Crelete this document library

Wersioning settings Save document library as template

Advanced settings Permissions far this document library
alidation settings Manage files which hawve no checked in version

Warkflow Settings

3. Hién tai, thw vién tai liéu k& thira quyén han tir site collection, néu ban mudn thiét [ap quyén han riéng,
click vao Stop Inheriting Permissions.

& | &

Managel Stop Inheriting Check
Paren Permissions Permissions

Inheritance Check

This library inherits permissions from its parent. (ICT24H

4. HOp thoai hi€n thj yéu cau xac nhan viéc tao quyén han riéng déi véi thu vién. Click OK.
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5. Click Grant Permissions.
6. Taihdp thoai Grant Permissions, ban c6 thé nhap tén nguwoi dung, nhém hoac dia chi e-mail.
7. Click chon quyén han & thiét [ap Grant Permissions.

e Full Control : toan quyén kiém soat.

e Design: c6 thé xem, thém, cdp nhat, xda, phé chudn va tly chinh thu vién.

e Contribute: c6 thé xem, thém, cap nhat va xda cac item va tai liéu.

e Read: c6 thé xem céc trang va download tai liéu.

Grant Permissions

Select Users
Users/Groups:

You can enter user names, It}:hanh
group names, or e-mail
addresses, Separate them
with semicolons.

g,

Grant Permissions L.
Grant Permissions

Select the permissions you
want these users to have.

You can add users to a I ICT24H Members [Contribute] ;I

SharePoint group that has View permissions this group has on sites, lists, and items...
already been granted the
appropriate permission

" Add users to a SharePaint group (recommended)

¥ Grant users permission directhy

levels, or ¥ou can gra_nt the [T Full Control - Has full contral.

users specific permission . )

levels, r Design - Can view, add, update, delete, approve, and
customize.

Adding users to a r Contribute - Can view, add, update, and delete list items and

SharePoint group is documents.

recommended, as this W Read - Can view pages and list items and download

makes managing permissions v v

easier across multiple sites,

8. Click OK dé hoan tat.

Tham chi ban c6 thé quan ly quyén han truy cap déi véi mot tai liéu cu thé. DE lam diéu nay, thwc hién cac budc
sau:

1. Click chon tai liéu.
2. Click bi€u twgng mdi tén va chon Manage Permissions.
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=R result wew
(T SharePoint 2010 for ICT24H user =
(] Windows 7 Fundamental View Properties
(] Windows Server 2008 - Print Service 5 Edit Properties
(&l Windows Server 2008 R2 - DNS ] Edit in Microsoft Word
Check Out
g Add document l'h _ _
&) Version History
Alert Me
Send To »

@ Manage Permissicns
K Delete

3. Thyc hién cac thao tac trong tw viéc thiét 1ap quyén han truy cap thu vién doi véi thiét 1ap quyén han
truy cap tai liéu.

Thiét 1ap quyén han trong list




