SAO LUU DU LIEU CA NHAN (Onedrive, Email,
MicrosoftTeams)

1. OneDrive

B1: Truy cap vao link: https://onedrive.live.com

B2: Bang nhap/ Sign in

D
Microsoft OneDrive =
Keep your files, photos, and videos automatically backed up and
available on all your devices. — e () @t @it B

Cretea e ccont R Py— I

Tell me about the school

fundraiser PowerPoint © = - s
. e
S lans & pricir ign in

Overview Download the app. Explore OneDrive Plans & pricing Resources Microsoft 365 apps FAQ  Nextstey ps

Securely save and share what's important

B Microsoft

Sign in



https://onedrive.live.com/

B3: Sau khi dang nhap, chon vao my file

OneDrive

+ Create or upload

Tran Ngoc Toan I<]

| M Home

I B My files I

&2 Shared
i:? Favorites

W Recycle bin

Browse files by v

People

(Jo

Meetings

B

Media

B4: Chon vao file can Download/ tai vé

i €3 omlo 9 Copte 9 7 s (2 =9
Tran Ngoc Toan o Modified Modified B F A
@ Home

o Deskiop 1
| @ Myfiles
ot L] Documents & Y
e -] Picture: Y it
< Attachments April 1 ran Ngoc Toar
< Tép trd chuyén qua Micro.. & ¥
-] Microsoft Teams Chat Files [
B L= -] Recordings
Quick access
< Apps - B
@ 1T - 7 Depariment
- o import sv B Mayd
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B5: Goc phai trén cung s€ hién thi muc Download/ tai vé, chon vao file dé di dén vi tri da tai

xuong

Downloads C Ngoc Toan (TN

=  OneDrive_2025-08-19.zip

Details
See more

5

B6: Chon chudt phai vao file, copy va chuyén sang thu muc ¢ 6 dia D

Downloads ar

> ThisPC > NewVolume (D) > Downloads Search Downloads

©) B - ’ (0] T sort - lew o (D Preview
X pictures Name Date modified

0 M v Today

&8 TB Tach Office
[ videos

©
€= OneDrive_202
I import Cut Copy Rename Share Delete
£ OneDrive_1_8
= New Volume L W™ Open Enter
v Last week

I System32 Phanmer 3o Open with

i sv ¥= HUONGDAN  [] Send to My Phone

1231232131231 X +

¢ J > ThisPC > NewVolume(D) > 1231232131231

[-,‘: . S (D) Preview

= Pictures A Name
@ Music

[ videos

I import

== New Volume (D -
View
- m32 Sort by
Group by

Refresh
ect a file to preview.
Customize this folder...
v ® nhg.vn Paste

> [ MIT - IT Depar
Undo Rename Ctrl+Z
v W This PC .
Open in Terminal
Give access to
> &= New Volume (I New

> B Network s

Oitems |




1231232131231 +

& > ThisPC > NewVolume(D) > 1231232131231 > Search 1231232131231

® New - > I & W L Sort ~ = View (8 Extractall e (1 Preview

& pictures 3 Date modified Type

® wmusic ve. -19 9/2025 & WinRAR ZI
[ videos

I import

= New Volume (D:

I System32

sy

v | nhg.vn

> [ MIT - T Depar
~ B This PC

> = local

> = New Volume (I

> B Network

1item | 1item selected 180 KB |

Hoan tat.
2. Email
B1: Ping nhap vao hé thong outlook (khong duoc dung phién ban web)

B2: Tai giao dién Outlook, Click vao File

& < v O Search

= File Home Send/Receive View Help

57 NewEmail v [i] Delete v =] Archive B Movev =€) Reply ¢

e SRS All Unread ByDate v T

Inbox

OmniCXM C2331
Rq Sent ltems [OmniCXM] SLA - Remind first .. Mon 2:11 PM
Mot s8 ngudi nhan duge thu

Drafts
4 Deleted ltems .
OmniCXM C2331
[OmniCXM] SLA - Remind first .. Mon 2:09 PM
690 wvtoantn@mit.vn Mot s8 ngudi nhan duge thu
Inbox .
- OmniCXM C2331
86 Drafts [OmniCXM] (Ticket 146368a2d...  Mon 2:06 PM
Sent ltems Mot s8 ngudi nhan duge thu

Deleted ltems

OmniCXM C2331

Archive PR AT Ticlent STECENAN A K Aae 7nn AR



B3: chon Open & Expor , sau d6 tiép tuc chon Import/Export

Outlock Today - On

© Open

l_|'|J Info

Open Calendar

Open & Export k] Open a calendar file in Outlook (.ics, .vcs).
Open

;E Calendar

Open Outlook Data File

D Open an Qutlook data file (.pst).
Open Outlook
Data File
= Import/Export
L Import or export files and settings.
Import/Export

B4: chon Export to a file rdi click Next

Import and Export Wizard

Choose an action to perform:

lfapon to a file

Import a VCARD file (.v
Import an iCalendar (.ics) or vCalendar file (.vcs)
Import from another program or file

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description

Export Outlook information to a file for use in
other programs.

< Back | l Cancel




B5: chon Outlook Data File(.pst) rdi click Next:

Export to a File

Create a file of type:

| Outlook Data File (.pst)

B6: chon vao tai khoan ban mudn export va Include subfolders roi click Next

Export Qutlook Data File *

Select the folder to export from:

» toantn@mit.vn
> [z Outlock Data File

H Include subfolders Filter...

< Back Mext = Cancel




B7: chon noi sé luu file export bang cach click vao nut Browse ( Nén chon 6 dia D). Ban
chon vao muc Replace duplicates with items exported rdi click Finish.

Allow duplicate items to be created

)06 not export duplicate items

B8: Nhap Mat khéu bao vé cho File backup, ban ¢é thé nhin OK (bo tr("mg mat khflu) daé
bé qua bwée nay. Vi khi dit mat khau cho File backup, mé file nay 1én bit bude ban phai
nhé mat khau da nhap vao.

QOutlook Data File Password X

Type the password for back_up.pst.

| ] save this password in your password list

Cancel




B9: Pé Import file da backup vao outlook, chon file

Y s £ Search

||E'| Home Send/Receive View Help

7 New Email ~ ]E[ Delete ¥ [=] Archive D\L Move ~ 6) Reply °

L) v Favorites All Unread By Date v T
Inbox .
OmniCxXM C2331
QQ Sent ltems [OmMnICXM] SLA - Remind first ... Mon 2:11 PM

Mt 58 ngudi nhan dugc thu
Drafts ) ? ' )

Deleted It .
cleted tems OmniCXM C2331
[OmniCXM] SLA - Remind first ... Maon 2:09 PM

696 vtoantn@mit.vn Mot s6 ngudi nhan duge thu

Inbox

OmniCXM C2331
Drafts [OmniCXM] (Ticket 1463628a2d...  NMon 2:06 PM

Sent ltems Mot s6 ngudi nhan duge thu

Deleted Items

B10: Chon Account Setting -> Account Settings. ..

B  Inbox - Qutlook Data File - Outlook

® Account Information

| @ Info toantn@mitvn
Microsoft Exchange
= Open & Export ——
1~ Add Account

S Account Settings
/({)9} jchange settings for this account or set up more
Account fconnections.
Settings = Access this account on the web.
- mitvn
rint.
Account Settings... or Android
% Add and remove accounts or change
existing connection settings.
Change

Account Name and Sync Settings
9@ Update basic account settings such as f Office)
" account name and folder sync settings.  |others that you are out of office, on vacation, or

lil messages.
Delegate Access

Q\Q Give others permission to receive
items and respend on your behalf.

Download Address Book...

EJ], Download a copy of the Global
Address Book.

by emptying Deleted Items and archiving.

(5] Chaege Eroftle
Restart Microsoft Outlook and choose

a different profile . . . -
panize your incoming email messages, and receive

changed, of removed

=

&1 Manage Profiles

[L.c3, Add and remove profiles or change
axisting profile settings

Manage Add-ins
@ Manage and acquire Web Add-ins for Outiook.

Manage Add-
ins



B11: Xuit hién bang, chon Data file

Account Settings

Email Accounts

You can add or remove an account. You can select an account and change its settings.

Email | Data Files

RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

& New... % Repair.. 5 Change.. @ el as Default X Remove * &

Name
& toantn@mitvn

Type
Microsoft Exchange (send from this account by default)

Selected account delivers new messages to the following location:

toantn@mit.vn\Inbox
in data file C\Users\MIT_PC_HCNS02\,..\Microsoft\Outlook\toantn@mit.vn.ost

Close
B12: Chon add
Account Settings
Data Files
Outlook Data Files
Email  Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books
13 Add.. F Settings.. @ Set as Default X Remove @ Open File Location..
MName Location
@ toantn@mit.un C\Users\MIT_PC_HCNS02\AppData\Local\Microsoft\Outlook\toantn@mit.vn.ost
Select a data file in the list, then click Settings for more details or click Open File Location to display the folder that contains the data file. To Tell Me More

move or copy these files, you must first shut down Outlook.

Close




B13: Tim dén file backup da luu trir trude do, chon ok

reate or Open Outlook Data File

& > ~ 4 > ThisPC > New Volum

Organize ~ New folder

Name

nhg.vn

& 12332

1231232131231

Date modified

Outlook Data File

> I MIT - IT Depar L 8: Outlook Data File

~ W This PC

) & My Outlock Data File( ock Data File
> &= Local Disl

> = New Volume (I

[o]}
File name:
Save as type: |Outlock Data File

~ Hide Folders Cancel

B14: Xuét hién file méi tao, chon close

& (]
= e Home Send/Recsie View tlp Try the new utiook (@ o) | B Copilot -
7 Newmail = [i] Delete = [ Archive F Move~ Reply ) Reply Al > Forward | [ Moven W £ Unveod/Reod BB~ - B T~ Al Resduioud  ¥ie A8 Apps
2] -
O Favorites Forused  Other Dt v 1
A s
v
& hecount Setings x
Duta Fies
& Outock 0t s
Emal DaaFIS RSSFerds Sharebont Lot et Caendars Pubbsed et Addees Socks
F semogs. © set s Deaar K pumove 5 Open P canan
i Folder
> Groups
» Oullook Data File
Seecta cta e more dtats o hckCen e Locaon il e okl crkans e a0 740 e
mor o copy o Geosk =
om0 [ memingers 21
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B15: Chon vao muc backup, kiém tra xem da sao luu ding cach chwa. Néu day du thong tin

thi ban da sao Iuu dung cach
Q@ - o x

(- W's} =
Fio  Home Send/Recoive View Help Try the new Outlook (@
7 Mew Email T Delete - I archive [ move Reply Reply All Forward P4 Move 17 s [TTeambmail  ~ () Uncead/Read  BE- PO~ B V- A readaoud % Allapps | v
v 1 Khéng dang nhap duge email sinh vién do mét Microsoft Authenticator
Reply Repiy Al

] Gia Linh <hoanggialinhle@amail.com>
T Group

ol
v
& a anin i g e e i hoanggianbie @t coen T i 500 1 ol st
Em b mét or nén knong thé daing nhap vao tai khodn sinh vién dé ngp 1d sa. NNd thiy/cd reset Lai xéc thyc MFA cha em
B Email &
Sdt:0862757203

Msy 10122130281
Lé hoang gia linh

3. Teams (Sharepoint)

B1: Vao Teams, chon noi luu trir dir li€u
@

- 8§ Join or create team

MIT-Staff Ml MIT - IT Depa




B2: Chon vao Posts -> file theo hinh anh

< All teams

Mi

MIT - IT Department

~ Main Channels

General

wenera
Mi -

" Posts
Files
Staff Notebook | >

Reflect >

-+ Add atab

Welcome to the team!

Try @mentioning the team name or staff names to start a conversation.

[ Post in channel




B3: Néu chua théy file, chon vao Document

< All teams - General
Files

+ New v

Ml

Documents > General 83

MIT - IT Department

D Name
* Main Channels

Modified

This folder is enr




B4: Chon file cAn Download/ tai xuéng, chon Download

< All teams i General
Files

Ml

Documents -

> In channels

MIT - IT Department

* Main Channels

v Insite library

Name v Modified
01 Ke Hoarh s Ran Fan

Favorite

02HaT:
? ' Download

03 Ung « Copy to
04 Webs Properties
05 To Trinh va Hop Dong
06 KHTC

09 Van Ban Quan tri

10.Software

General

MIT_Phong CNTT

=

DS CB-GV-NV 06 2025.xIsx

B5: S& xuat hién bang Download

< All teams | General
Files ~

MI Downloads

Documents .l = OneDrive_3_8-19-2025 zip
MIT - IT Department 2.3 MB/s- 4.5 MB

. > In channels
in Channels *  OneDrive_2_8-19-2025.zip

v In site library

[  Name v Modified ~

Bl 01Ke Hoach va Bao Cao




B6: Sau khi tai xong, 4n vao show in folder dé di dén vi tri thu muc da luu

< All teams T General
Files -

Downloads

Documents - £ OneDrive_2_8-19-20
MIT - IT Department ¢

> In channels
¥ Main Channels

v In site library

Name Modified
01 Ke Hoach va Bao Cao

02 Ha Tang

03 Ung dung

04 Website

05 To Trinh va Hop Dong

06 KHTC

09 Van Ban Quan tri

10.Software

General

MIT_Phong CNTT

[

DS CB-GV-NV 06 2025.xIsx
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B7: Copy thu muc va chuyén vao noi can luu trir (Nén luu trit ¢ 6 dia D), Click chudt phai va
chon Extract Here

Add to Favorites

Share with Zalo

Fxtract files

Extract Here

Extract to OneDrive_2_8-19-2025\

Extract All..
Open with
| _BRPEIFEPIEIPE]] x + Scan for threats
Copy as path N L
C (. i - 231 > Search 1231232131231
are

. Restore previous versions _
(D ET) Extract all
Send to

& Pictures Name cut pe

® Music 2 R 123321 Copy Dutloo

B videos , % sd Create shortcut Jutlook D:
ﬁ backup pelee Dutlook D:

W import Rename

ﬁ My Outlook
= New Volume Properties

B 1231232131231

&= OneDrive_2025-08-19 8/ WIinRAR Z|
B Screenshots

1231232131231 x +

™ C J > ThisPC > NewVolume(D) > 1231232131231 > Search 123123213123

T Sort ~ v (D Ppreview
B Pictures Name Date modified Type
® Music A W 01 Ke Hoach va Bao Cao 8/19/. : File folder
W Videos I 02 Ha Teng /19/2025 9: File folder
R 12332 8/19/ 7 < Di
. import ef 123321 Outlook D:
b 8/19/2025 ¢ Outlook D:
£ New Volume (D
‘% backup 8/19/2025 9:.08 AM Qutlook D:
B 1231232131231
“3 My Outlook Da ) 8/19/. £ Qutlook D:
creenshots
EF One ’ /19/2025 9: WiInRAR Z/
WinRAR Z1
v ® nhg.vn

> I MIT - IT Depar

> & New Volume (|

> % Network

B9: Vao kiém tra cac file xem c6 dit liéu bén trong khong. Néu c6 thi ban di sao luu thanh
cong.



