Hudng dan st dung Google Drive

1. Diang nhap Google Drive
Dé bit dau sir dung Google Drive, md trinh duyét Web (Coc coc, Google Chrome,...),

nhap dia chi drive.google.com dé st dung.
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Tat tat ca cac ctra so gidi thiéu, giao dién dau tién ciia Google Drive s€ nhu sau:
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2. Tai file hoac thw muc l1én Google Drive

Dé dua file 1én Google Drive, nhap vao dau cong Méi & goc trén bén trai trong

Google Drive.
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Nhip vao dau cong Méi & goc trén bén trai trang Google Drive

Co6 cac lya chon dé tai 1én Google Drive nhu sau:

o Tai tép lén: chon tung file riéng 1¢ tai 1én tur tur.

e T4i thw muc lén: chi chon thu muc, toan bg file trong thu muc s€ dugc tai 1én Google

Drive.

Ngoai tai file tir may tinh 1én Google Drive, con c6 thé tao mot sb file khac duogc

Google Drive hd tro nhu Google Tai liéu (Google Docs), Google Trang tinh (Google Sheets),

Google Biéu miu (Google Form) .v.v.

Sau khi tai file 1én, c6 thé dbi tén, xoa, hay lam mdt s6 tac vu béng cach nhép chot phai
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3. Tao thuw muc trén Google Drive
Nhap vao dau cong Méi ¢ goc trén bén trai trang Google Drive, roi chon Thw muc.
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Hay dat tén cho thu muc tao trén Google Drive, sau do nhép chudt vao Tao.
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4. Di chuyén file vao thu muc Google Drive
C6 2 cach dé di chuyén file trén Google Drive.

Cich 1: nhip giit chudt vao file mudn di chuyén rdi kéo tha vao thu muc dich.
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S€ c6 mdt cua s6 chon thu muc dich, sau khi chon xong thu muc, nhap vao nut Di

chuyén dé hoan thanh.
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5. Chia sé file trén Google Drive

a. Nhap chudt phai vao tap tin hoac thu myc can chia s€, sau d6 nhap vao chia
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b. Nhép chudt vao thay déi chon ngudi co quyén truy cap file hodc thu muc chia sé.
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c. Moi moi ngudi: nhdp Email nhitng ngwoi dwoc chia sé, co thé cung luc nhidu nguoi
cach nhau du phay.
d. Thiét lap quyén truy cap cho nhitng ngudi duoc chia sé:
- C6 thé stra: Nguoi nhan dugce lién két co quyén cap nhat file.
- €6 thé nhan xét: Nguoi nhan dugc lién két co quyén nhan xét.
- C6 thé xem: Ngudi nhan duge lién két chi co quyén xem file.
- Sau d6 nhip chudt Guri 1a hoan thanh.
6. Tim lai file da xéa trén Google Drive
Néu 16 x6a mat mot file hay thu muc trén Google Drive, ching van con nam trong
thung rac nhé. Khi nhip chudt phai vao co thé khoi phuc file dd x6a hodc x6a vinh vién trén

Google Drive.
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