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Noi dung

e Dich vu Email

e Dién toan dam may

e Google Drive

e Google Forms
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/4 Dich vu email
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* Email client = phan mém dung dé truy cap
va quan ly email cua nguoi dung.
— Truy cap mail theo ché do offline
— Microsoft Outlook, IBM Lotus Notes, ...

» Ung dung web cung cip cac dich vu truy cap
va quan ly email - Webmail
— Truy cap mail theo ché do online
— Gmail, Outlook.com, Yahoo! Mail, ...
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Dich vu email

* SMTP server — may chu mail str dung giao thirc
SMTP (Simple Mail Transfer Protocol) dé gtti thu dién
tir.

* POP3 server — may chu st dung giao thirc POP3

(Post Office Protocol phién ban 3) dé |3y thu, truy cap
mail theo ché d6 offline.

* |IMAP server — may chu st dung giao thirc IMAP
(Internet Message Access Protocol) dé 13y thu, cd thé
truy cdp mail theo 3 ché do: offline, online va
disconnected.
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l Dich vu email cua Google

 Dang Webmail hoac cai dat truy cap offline

* Dung luvong luu trit
— 15GB dung lwgng Iwu trit mién phi

— C4 thé st dung luwu trit cho Google Drive va Google Plus

\ e Bao mat

— Bao mat tot nhat, gdbm: HTTPS, malware & phishing
protection va best anti-spam shield.

— Cung cap tinh nang bao mét xac thuc hai budc (2 steps
verification)
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Dich vu email cua Google

* Nguyén tac xac thuc 2 buwdc trong Gmail:

Step 1 Step 2

Email/Username

your-username

Password Enter code

HRRRXKXRK 123456
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Dich vu email cua Google

e Cach thiét 13p xac thuc 2 budc, truy cap link:
http://accounts.google.com/SmsAuthConfig

Protect your account with 2-Step Verification

nt, you'll nead your password and a verification code

Add an extra layer of security
a unigue verification code that's
.|

Keep the bad guys out

Even if someone else gets your password, it won't be
I'"l:.II_|'| 1% !'Ilj'l I 10 WO & l:l:lul"1

I GET STARTED I
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http://accounts.google.com/SmsAuthConfig

Dich vu email cua Google

e Sau khi khai bao xong

< 2-Step Verification

2-Step Verification is ON since Aug 14, 2014 TURN OFF

Your second step

After entering your password, you'll be asked for a second verification step. Learn more

n Voice or text message (Default) )
090 808 23 08 /

Verification codes are sent by text message.

x Backup codes

10 single-use codes are active at this time, but you can generate more as needed.

SHOW CODES
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/ Dich vu email cla Google

. » Cach cai dat kiém tra Gmail qua app khac:

— Kich hoat ché d6 enable IMAP:

* Dang nhap vao tai khoan Gmail, vao lién két Settings,
chon tab Forwarding and POP/IMAP, chon tuy
chon enable POP hodc enable IMAP va nhan Save
Changes.

— Cai dat trén phan mém Email client MS Outlook:

* M4y cht cho email gtri dén: pop.gmail.com v&i truy cap
POP3 (c6ng SSL 995) va imap.gmail.com v&i truy cap
IMAP (c8ng SSL 993).

e May chi email gtri di: smtp.gmail.com (cong SSL 465,
cong TLS 587)
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Cai dat Gmail v&i MS Outlook

* Budc 1: Thiét 1ap Gmail cho phép truy cdp kém bao mat

e Truy cap link:
https://www.google.com/settings/security/lesssecureapps

¢ Less secure apps - Account settings - Google Chrome E@

' (> Less secure apps - Accou X

C | @ https://www.google.com/settings/security/lesssecureapps?rfn: B ‘i'Z‘r| B

GO gle Trung @:’

& Less secure apps (2]

Some apps and devices use less secure sign-in technology, which makes your account more vulnerable.
You can turn off access for these apps, which we recommend, or turn on access if you want to use them
despite the risks. Learn more

Access for less secure apps Turn off

® Turnon
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https://www.google.com/settings/security/lesssecureapps

~ Cai dat Gmail véi MS Outlook

e Bwdc 2: Kich hoat settings: enable IMAP

' M sethings - thieutrung@@c X

Google

Gmail -

COMPOSE

Inbox (4,860)
Starred
Important
Sent Mail
Drafts

» Categories
» Circles

[Imap]/Drafts

&= Trun
& g Q
i _..

Mo recent chats
Start a new one

¢ Settings - thieutrung@gmail.com - Gmail - Google Chrome

Settings

[=[=][=]

< C | & https://mail.google.com/mail/u/0/#settings/fwdandpop ® & = ] E_J :

KN =00

Q-

General Labels Inbox Accounts and Import Filters and Blocked Addresses
Forwarding and POP/IMAP Chat Labs Offline Themes

POP Download:
Learm more

IMAP Access:
{@coess Gmail from other
clients using IMAF)
Learn more

1. Status: POP is enabled for all mail
Enable POP for all mail (even mail that's already been downloaded)
Enable POP for mail that arrives from now on
Disable POP

2. When messages are accessed with POP | keep Gmail's copy in the Inbox v

3. Configure your email client (e.g. Cutlook, Eudera, Metscape Mail)
Configuration instructions

Status: IMAP is enabled
# Enable IMAP

Dizable IMAP
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- Cai dat Gmail v&i MS Outlook

* Buwdc 3: Mo trinh MS Outlook, khai bao tai khoan Gmail
bang thiét |ap manual

Add New Account @

Auto Account Setup
Click Mext to connect to the mail server and automatically configure your account settings.

@ E-mail Account

‘Your Mame: Trung Thieu

Example: Ellen Adams

E-mail Address: thieutrung @gmail. com

Example: ellen@contoso.com
Password: EEEREEEEEREEEE
Retype Password; |sssssssseseess

Type the password your Internet service provider has given you.

(") Text Messaging {SMS)

(") Manually configure server settings or additional server types

< Back ][ Mext = ][ Cancel

GV Thiéu Quang Trung



- Cai dat Gmail v&i MS Outlook

Add Mew Account

=]

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

Incoming mail server:

User Information Test Account Settings
Your Mame: Trung Thieu After filing out the information on this screen, we
recommend you test your account by dicking the button
E-mail Address: thieutrung @gmail. com below. (Reguires network connection)
Server Information
[ Test Account Settings ... ]
Account Type: IMAP

X ) Test Account Settings by dicking the Mext button
imap.gmail, com

Qutgaing mail server (SMTF): | smip. gmail.com

Logon Information

Iser Mame:

Password:

[ Require logon using Secure Password Authentication (SPA)

thieutrung

8 A D D DS

Remember password

[ [ More Settings ...

B

< Back ” Mext = ][ Cancel

)
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Cai dat Gmail v&i MS Outlook

Internet E-mail Settings @
General |  Sentltems |  DeletedItems |
Outgoing Server I Connection Advanced
Server Port Numbers
qmming server (IMAP): 993 | Use Defaults | )
se the following type of encrypted connection: | 55L E
Cutgoing server (SMTF): 465
\ Use the following type of encrypted connection: | S5L Bl/
Server Timeouts
Short . Long 1minute
Folders
Root folder path:
ok || Cancel
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Cai dat Gmail v&i MS Outlook

Internet E-mail Settings @
| General I sent Items | Deleted Items
Outgoing Server Connection | Advanced

My outgoing server (SMTF) requires authentication
() Use same settings as my incoming mail server
(@ Log on using

Llser Mame: |ﬂ1ieu1:rung @agmail.com |

Password: | |

Remember password
[ Require Secure Password Authentication (SPA)

ok || cancel
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- Cai dat Gmail v&i MS Outlook

« Buwdc 4: kiém tra glri thir mail

= F \ Dap T - -
P .] I@ % K & Reply 1 (23 Move ta 25 Maove 2 Unread/ Read Find a Contact
= & Reply All @ 10 Manage - @- Rules = [Gf Address Book
Mew  Mew Delete el . ) — ; ollow | send/Receive
E-mail Ttems~ | &~ g Forward ™= (3 Team E-mail ~| | gl OneNote ¥ Follow Up 0 Filter E-mail ~ | Al Folders
Mew Delete Respond Quick 5teps I Move Tags Find Send/Receive
4 Favorites < |S h Inbox (CtrI~<E] P|
earch Inbox [Ctrl+ M ber 2016
[} Inbox - Outlook DataEile = i e ;
- Al
[} Sent Items BEHEY9 O+ 9|5 Test mail - Message (HTML) l = | (=] g
3] Deleted Items qﬁ?| Message Insert Options Format Text Review & 9
=) Inbox - thieutrung @ P — ]
______________________________________ ﬂ'_ 4 calibri (Body) 1A A il Attach File ¥ Follow Up ~ Qg
3 Junk E-mail - s B I U i=-i=- EEiE " [0 attach tem ~ | ¥ High Importance
Paste _ dmes Zoom
- - - == & - ignature - ow Importance
(3| Outbox I w-A-BH==9 & signat § LowImport
R55 Feed
@ e Clipboard = Basic Text T Include Tags fa| Zoom
Eﬁ Search Folders
4 thieutrung@gmail.com Ta. |tqt'unq@ktdn.edu.un |
[ ] Inbox E Cc. | |
Eﬂ Search Folders Send
: Subject: |Test mail |
| i)
FY
b
W el rlf H tgtrung @ktdn.edu.wn r_lf § =
Eiltar anmliad | = =
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Lwu trit trwc tuyén

* Luu trit truc tuyén |3 mot phan trong dién
toan dam may

— Dién toan ddm may la mdt cong nghé st dung
internet va trung tdm may chd tir xa dé duy tri dir
lieu va cac ng dung.

— Dién toan dam may cho phép nguoi dung va
doanh nghiép str dung &rng dung ma khong can
cai dat va truy cap cac tap tin ca nhan tai bat ky
may tinh nao co truy cap internet.
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- Lwu trit trwc tuyén

e Pdc trwng cua luu trir truc tuyén
—Khong gian [wu trit trén internet
—Cé thé truy cip bat c noi dau
—Truy cip bang nhiéu thiét bi khac nhau

GV Thiéu Quang Trung 18



Cac dich vu lwu trir thong dung

mx Google Drive

. OneDrive
|C|oud

& Dropbox copy

Popular Cloud Storage Services

GV Thiéu Quang Trung
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- OneDrive

https://onedrive.live.com

Dich vu lwu trit truc tuyén cua
Microsoft.

Mién phi 5GB.
HO trg cac hé diéu hanh thong dung.

Cung cap dich vu Office Online mién phi.

Tra phi $1.99/thang cho 50GB

GV Thiéu Quang Trung
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https://onedrive.live.com/
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- Dropbox

e https://www.dropbox.com

 Dich vu lwu tri* tryc tuyén ctia Dropbox.
» Mién phi 2GB.

* Tra phi $9.99/thang cho 1TB vdi
Dropbox Pro

GV Thiéu Quang Trung
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https://www.dropbox.com/

Google Drive

* https://drive.google.com/

e Co thé tao, chia s&, cong tac, lvu gilr tat ca
cac ndi dung vai 15 dinh dang tap tin khac
nhau.

\' e HO tro 15 GB dung lwgng luu tri.

* Tra phi $1.99/thang cho 100GB, hoac
$9.99/thang cho 1TB

GV Thiéu Quang Trung
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https://drive.google.com/

Google Drive

* CA 2 cach sir dung Google Drive:
1. Online version.
2. Drive client software.

GV Thiéu Quang Trung
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Google Drive

V@i Online

‘:'5 Lam quen vdi Google Drive — Mt nai cho tat ca cac tép cda ban - Cdc Céc
;&w 3 Lam quen vén Google Un

& = ¢ | @ httpsy//accounts.google.com/Servicelogin?service=wise&passive=1. ¢ @

version,
nguoi dung
chi dang ky
qua truy
cap tai
khoan
Google

Google

Pang nhap mot lan. Truy cap tat ca.

bang nhéap dé tiép tuc dén Google Drive

~

&

Trung Thieu
thieutrung@gmail.com

||||||||||||||

Biang nhap

Ban can try giup?

Pang nhap bang tai khoan khac

GV Thiéu Quang Trung
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Google Drive

Man hinh sau khi dang nhap

GV Thiéu Quang Trung

<« => G https://drive.google.com/drive/my-drive Q a
Go glE Drive Q, Search Drive - = 0
I o i o
I » g My Drive MName Owner Last modified
2% Shared with me B Tailieu me May 11,2016
@ Recent BB Tailieucongty e May 11,2016
> LIEflE ST BB Cao dang Kinh te doi ngoai me MNov 20, 2014
Y  Starred
BB  Tsilieucanhan me Jun 7, 2013
B Trash
B  Méukhéo sat v Internet me Sep 26, 2016
4GB of 15 BB used B ki€ tra tréc nghiém TMDT (Responses) me Sep 26,2016
== Upgrade storage
B 0 kiém tra tréc nghiém TMDT me Sep 26, 2016
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Google Drive

* V@i phan mém Drive client, ngudi dung can cai
dat trén may tinh PC hodc cac thiét bi dau cubi.

e Cai dat gobm 3 budc:

— Truy cap link sau va chon download
https://www.google.com/drive/download

— Sign-up hodc sign-in vd&i account cua ban
— Drag va drop di¥ liéu (storing va sharing)

GV Thiéu Quang Trung 26


https://www.google.com/drive/download

Google Drive

& = G & https://www.google.com/drive/download,

Google Drive

Q a
Ldm quen vdiDrive  Sirdung Drive  Taixuéng Danh cho céngviéc  Tro gilp

6:10 PM
Tuesday

Xem cac tép

cla ban &
khap MOoi N

|\|'-’ ll_t-'[l'-,

rive tr PC va cac tép
nay sé dong bo i-.': 3 vai cac thiét bi
khéc cla ban — tur déng.

Tai xuéng cho PC

’, Download on th
S App Store

» Gooéle Play

GV Thiéu Quang Trung
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U'u diém cua Google Drive

. * Thay ddi truwc ti€p: Ngudi dung cé thé tao va hiéu
| chinh documents, spreadsheets, presentations,...truc
tiép trén internet.

* Truy cap moi luc: cac tap tin va tai liéu duogc lwu tai
cac data centers clia Google c6 thé dugec truy cap tai
bat ky dau trén thé gidi chi don gidn bang cach dang
nhap vao tai khoan Google drive.

* Khoéng phu thudc vao thiét bi : Khong phu thudc nén
tang, bat ky thiét bi nao két ndi mang cling cé thé
truy cép file lwu tri trén 6 Google drive
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U'u diém cua Google Drive

.+ Tré lai thay d6i trwdc d6: Google Drive theo d&i moi
.~ thay d6i khi file dwoc tao va s& luu lai phién ban méi
khi ngudi dung nhan nut save. Nguwodi dung cd thé

xem lai thay déi cli trén file v&i thdi gian 30 ngay.

« GUi file I&n: Nguoi dung cd thé giri va chia sé file tir
Google Drive ma khdng can attach file kich thudc 16n
khi glri email.
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/ Uu diém cua Google Drive

l/ * Tich hop mang xa hdi: Hinh anh va video luu trong
Google Drive san sang dugc chia sé chung voi tai

khodn Google Plus bang cach chon share vé&i vong két
ndi trong Google Plus.

« Kiém soat file: Ngudi dung cé thé chia sé file vdi
nguwoi dung khac vdi quyén hiéu chinh hodc chi xem
moOt cach tuy y.
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'Ho tro rng dung truc tuyén

* Google Drive cho phép tao cac dang tai liéu
tlr cadc rng dung truc tuyén sau:
— Google Docs
— Google Sheets

\

— Google Slides

— Google Forms
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HO tro ng dung trwc tuyén

My Drive ~ ‘ o ** @®
B Newfolder. B Google Forms
Upload files... @ Google Drawings
B3 Upload folder.. B Google My Maps
& Direct Link Creator (Share, UnShare)
Bl Google Docs
™ Google Apps Script
Google Sheets
v  HTML Editor for Google Drive
Google Slides
More 5 -+  Connect more apps

GV Thiéu Quang Trung
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Gidi thiéu Google Forms

* CA thé str dung cho cac bai kiém tra quizzes, cac
bang surveys, thu thap thong tin...

« Puoc lya chon kiéu cau hdi va dang khai bdo bat
budc

* Cho phép thém cac section header hoac page
break

* Ty dOong tao bang sheet tra |0i Responses

e C4 thé cai dat thém cdc add-ons dé quan ly bang
Responses
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- Tao Form

* Truy cap link
https://drive.google.com/drive/my-drive

 Chon New/More/Google Forms

GV Thiéu Quang Trung
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https://drive.google.com/drive/my-drive

" Man hinh tao form

QUESTIONS RESPONSES

Untitled form

/

Untitled Question

. tieu dé form

chon loai cau hoi
noi dung cau hoi

Option 1

Add option or ADD "OTHER"

GV Thiéu Quang Trung
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@ Multiple choice

cau hoi cé bat budc
tra loi hay khong

[ | Required |

thém cau hoi

IIB[!#O/
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Cac loai cau hoi trong Form

O 8 @

Short answer

Paragraph

Multiple choice

Checkboxes

Dropdown

===+ Linear scale

Multiple choice
grid

=¥

Date

@ Time

GV Thiéu Quang Trung
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Cac loai cau hoi trong Form

Cau hoi loai Short answer =—>

Cau hoi loai Date  —

Cau hoi loai Multiple choice =—>

1.Hovatén*

Your answer

2. Ngay sinh *

dd/mm/yyyy

3. Gigi tinh *
O Nam
O N

GV Thiéu Quang Trung
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Cac loai cau hoi trong Form

14. Nha mang cung cap dich vu Internet cho ban la ai?

Cau hoi loai O FpT
§—
Checkboxes ] Viettel
|:| Vinaphone
|:| Other:

15. Ban co hai long vé chat lugng dich vu Internet ma ban dang

str dung hay khong (murc do tir khong hai long dén rat hai long?
*

Cau hoi |Oai —_— 1 2 3
Linear scale Khong hai o O O

long

R4t hai long
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Cac loai cau hoi trong Form

16. MUrc do st dung cac trinh duyét web khi truy cap Internet? *

Ludn luén Thinh thoang Higm khi Khéng sir dung
Céu hél Ioal Google Chrome O O O O
Multiple 5 = 5 5

) % Mozilla Firefox
choice

grid C8e Cdo O O O O
O O O O
Internet Explorer O O O O
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e N

~ Gwri Form dén moi nguoi

* Sau khi tao form, ban cé thé glti dén nguoi
dung qua email, mang xa hdi, hoac cd thé
nhung form chung vd&i trang web.

 Thuwc hién qua 2 budc:

— Budc 1: kiém tra cac thiét [ap cho form

\

— Budc 2: givi form tdi ngwoi dung
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e N

~ Gwri Form dén moi nguoi

e Budc 1: kiém tra cac thiét |ap cho form
1. Gidi han nguoi dung chi tra loi mot [an

2. Cho phép nguadi dung hiéu chinh tra |oi sau khi
gui (submit)

3. Cho phép nguoi dung thay link két qua

4. Thém thong diép xac nhan cho ngudi dung thay
sau khi gui
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~ GUi Form dén moi ngu o

e Budc 2: Gui form téi nguoi dung, co 4 cach:

Bl Bl B

Gwi qua Email

GUi link truy cap form

Chia sé form qua cac mang xa hoi

Nhung ma tao form trén mot website hoac
trang blog

GV Thiéu Quang Trung 42



G

q-o

Form dén moi nguoi

Send via n ﬂ
Email \ \
gui mail lay ma nhung
- 13y link
chia sé qua
mang xa hoi
Subject
Message

D Include form in email

#Add collaborators CAMCEL SEMD

GV Thiéu Quang Trung
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