Hwéng dan tao tai liéu trwe tuyén Google
Docs, Excel, PowerPoint va cach chia sé cho
moi ngwoi

Bai viét dwoi day huwong din cach tao méi 1 tai liéu trwe tuyén Google Docs, Excel,

PowerPoint va cach chia sé cho moi ngwei gilip cac ban cé thé lam viéc nhém cé tinh twong

tac cao.

Dé tao méi 1 tai liéu trwe tuyén Google Docs, Excel, PowerPoint va cach chia sé cho moi

ngwei ban thyc hién theo cac buwdc sau:

Bwéc 1: Truy cap vao dwdng link https:/drive.google.com dé dang nhap vao tai khoan (Néu

chwa c6 tai khodn ban can tao 1 tai khoan Google) -> nhap tai khodn muén ding nhap:
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Bwéc 2: Nhap mat khau cho tai khoan:
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Bwéc 3: Sau khi dang nhap thanh cong ban da truy cap vao Drive clia ban -> kich chon

vao New -> lwa chon kiéu dinh dang muédn tao, c6 cac lwa chon sau:
- Google Docs: Tao tai liéu tryc tuyén twong tw nhw file Word.

- Google Sheets: Tao tai liéu trwc tuyén twong tw nhuw file Excel.

- Google Sildes: Tao tai liéu tryc tuyén twong tw nhw file Powpoint.

Vi du & day tao tai liéu trwe tuyén Google Sheets:
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Bwéc 4: Sau khi lwa chon Google Sheets chuyén sang trang docs.google.com c6 giao dién

gan gibéng nhu file Excel. Thuc hién tao ndi dung cho tai liéu can chia sé:
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Bwéc 5: Cac chire ndng chinh trén Excel déu cé trén docs.google.com, thyc hién chinh stra

twong tw Excel:
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- Twong tw chinh stra font chiv:
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- Tao dudng vién:
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- Két qua da tao dwoc khung di liéu ban dau:
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Bwéc 6: Sau khi tao xong tai liéu, ban mudn chia sé file nay cho moi nguoi tw dién thdng tin ca

nhan, tai khoan lIén web ban thwc hién kich chon Share:
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Bwéc 7: Hop thoai xuat hién dat tén cho flle tai liéu -> Save:
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Give your untitled document a name before it's shared:
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Bwéc 8: Hop thoai Share with others xuét hién nhap tén mail cla nhirng ngwdi ban mudn chia
sé tai liéu nay trong muc People, nhap thém ndi dung théng bao trong & tréng -> cudi ciing kich

chon Send:
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- Két qua tai liéu ctia ban da dwoc chia sé va duoc givi téi clia nhirtng ngudi ban da chon chia

s&. Khi di chuyé&n chuét vao nut share hién thi sé nguwdi dwoc chia sé tai liéu nay:
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- Muén thiét 1ap thém quyén cho ngudi duwoc chia sé kich chon Tools -> Protect Sheet:
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- Trong muc Range editing permissions lwa chon quyén chinh stra trén vung di liéu, muc Add
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editors thuc hién lwa chon thém nhirng ngudi cé quyén chinh sira cudi cling nhan Done:
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- Trwdng hop ban mubn lay dwong link chia sé tai liéu nay kich chon File -> Public to the
web thwc hién copy link:
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Trén day la hwéng dan cach tao méi 1 tai liéu trwe tuyén Google Docs, Excel, PowerPoint va
cach chia sé cho moi ngw®i hy vong giup ich cho cac ban trong qua trinh lam viéc. Chuc cac

ban thanh cong!
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