Hwong dan dang tin 1€n website
A. Qui trinh dang tin:

Tai khoan soan tin | Tai khoan phé duyét | ... Tai khoan phé duyét
) ) R R - Xuét ban
Ban tin »| Bantin Flhé duyét Bantin | —»

A T
Tir chbi Tir choi

B. Danh cho tai khoéan soan ban tin
1. Soan ban tin:
Buiéc 1. Ping nhip cong théng tin véi quyén dwoc cip
- Khoi dong trinh duyét. (Internet Explorer, FireFox)
- Nhép http://www.hup.edu.vn trén thanh dia chi va chon nut “Pang nhap” hinh 1

Dang nhdp | Trang chii | So

Thong tin cho:
Can ba-giang vién *
Sinh vién *

Hoc vién *

Hinh 1
- Chon nit “Dang nhap” man hinh hién thi yéu cau nhap tai khoan hinh 2
[ Windows Security ﬁ

Connecting to www hup.eduwn,

_— |hup‘-.u:ntt |

|D | LI L L L L L L] |
Cemain: hup

[C] Remember my credentials

Hinh 2
- Nhap tén tai khoan don vi, ¢4 nhan, chon nat “OK”.

- Chon lién két “Can b - giang vién” cia muc “Théng tin cho:” hinh 3


http://www.hup.edu.vn/

Welcome \itt: Ding xuat | Trang chi

Thong tin cho:

DUQC HA NOI — o

Sinh vien *

Hoc vién *

Hinh 3

- Khi dang nhap thanh céng dong chir” Pang nhap” thay thé bang “Welcome \<tén tai

khoan>: Pang xuat”.
Buwoc 2: Tao mot bdan tin mai.

- Chon don vi can dang tin 1én web hinh 4

Site Actions ~ [l Browse

Hl Céng théng tin Dai Hoc Dugc

Cdng thdng tin £ai Hoc Dugc Cac bd mdn = [CE]:: phong ban = Cac don vi khac -

Ban quan Iy khu ndi tra

Surveys . - . .
_ Lich céng tac tuf Phéng céng nghé théng tin]
ThamDoYKien - = - . -
0 Phang cdng tac chinh tri
Type . .
B Phang dao tac
Pictures Phing hanh chinh téng heop

Slide Image Phang hop tac qudc t&

Phing khao thi wa ki€m dinh chat lrong
Thu vién ding chung Phang quan |y khoa hoc
FPhang quan tri

Lap lich cdng tac tudn . .
2 - Phang =au dai hoc

I

Site Pages Phiang tai chinh k& toan

Phang t& chirc can bd
Lists Phing wat tu trang thiét bi
ListIDThongBao Thur wign

Tram vy t&
Hinh 4
- Chon Menu “Quan tri ndi dung” — List “Nhap tin don vi” = Chon muc can dang tin —
“Add new item” hinh 5

Lich =ur kién



List Tools

Site Actions ~ Bl SN Items List

) Quan tri ndi dung » Gidi thiéu » All Items

Phang cdng nghé thdng tin Eluém tri ndi dung J

Nh3p tin don vi O] @ Title

Sirmang tdm nhin cla — A DA B s a e
L Canh sach can bd Phieng Cdéng nghé thang tir
trudng @ d g ng g

Chire nang nhigm wu Chirc ndng nhiém wu Phéng Cdng nghé thdng tin
cla trugng va tirmg don .. . ) X N -
vi thudc trudng @ K& hoach tng dung CNTT cho nédm 2012

Huéng din v& CNTT @ Phén céng trach nhiém cla can bd Phdng CNTT

Lich phang thuc tap E# 4d + J
Add new item

Mau van ban phang
CNTT

E;i.:'ri thigu j

Tin tic va s kién

Thadng tin phan hi
calendar

Thdng tin don wi
Thdng bao

Hinh 5
- Chon “Add new item” giao dién man hinh hién thi hinh 6



Gidi thiéu - New Item

HBe 3. O ¢
- =2 Copy

Save  Cancel Paste -f-.tFt_EIn:h Spelling

ile -

Commit Clipboard Actions  Spelling

| *

DescriptionMews Elick here to add new |:|:||'|tE|ﬂ

ImageNews Click here to insert a picture from SharePoint.

CaontentNews Eclin:k here to add new CI:II'ItEIﬂ

AuthorMews

Ere atedDate * j 'Zﬁ

SourceMews

Publishingnews

ShowDescription E
ShowlImage
FocusNews |:|
EventMews [=]
=

E Save j [ Cancel

Hinh 6

+ Title: Tén tiéu dé bai viét (bt budc)

+ DescriptionNews: Chon “Click here to add new content” nhap ndi dung tom tit cua bai

viét.

+ ImageNews: Chon “Click here to insert a picture from SharePoint” chén anh dinh kém bai

viét.

+ ContentNews: Chon “Click here to add new content” nhap ndi dung bai viét

+ AthorNews: Tén tac gia hoic dé trong

+ CreatedDate: Ngay ding bai viét (bit budc)

+ SouceNews: Ngudn 1ay tin (néu c6)

+ ShowDescription - Hién thi tom tit (d& chon mic dinh )

+ ShowlImage - Hién thi anh dai dién (d chon mic dinh )

+ FocusNews: Dé tréng

+ EventNews: Dé tréng

+ Publishingnews - Xuét ban ban tin: Khong chon danh diu, ban tin xem ndi bd, nguoc lai

xuét ban tin ra Internet.

- Sau khi dién day du thong tin cuia bai viét chon “Save” két thic qua trinh viét tin, giao dién
hinh 7.



58 Items i

! Wersion History i

o [tem Permissions -

Eg|i1tl X Delete Item ;'tFtiEI‘;h r%llgrf Workflows Approve/Reject [L[itke Tlag'?eit
Manage Actions Share & Track Workflows Tags and Motes
[ @ Tite Approval Status
@ Danh sdch can bd Phang Cdng nghé thdng tin Approved
Chirc ndng nhiém wvu Phéang Cdng nghé thdng tin Approved
@ K& hoach ing dung CNTT cho ndm 2012 Approved
@ Phén cdng trach nhiém clda can bdé Phang CNTT Approved

Euc':rg dan dang tin = NE\D

gp Add new item

Hinh 7
- Ban tin xuét hién trén danh muc cac ban tin ¢ trang thai(Approval Status) chd duyét
(Pending)
Budc 3: Stra va x6a ban tin:
+ Kich chudt vao ban tin can sira, Xda hinh 8

S8 Items
! Version History i

‘o Item Permissions e

[ngltl 2 Delete Item ;.téial‘gh ﬂ:l‘f Workflows Approve/Reject [L[itk‘E Tl‘-algtsecs‘:
Manage Actions Share & Track Workflows Tags and Motes
[ @ Title Approval Status
@ Danh sach can bd Phéng Céng nghé thdng tin Approved
Chirc ndng nhiém wu Phang Cdng nghé thdng tin Approved
B K& hoach ing dung CNTT cho ndm 2012 Approved
@ Phén cdng trach nhiém cla can bé Phang CNTT Approved

Euc'n"g dan dang tin & Nﬂﬂ

dr Add new item

Hinh 8
+ Chon “Edit Item” dé stra hodc “Delete Ttem” dé x6a — “Ok”, két thic qua trinh stra, X0a
ban tin hinh 9.



Gidi thiéu - Sir dung Wireshark dé phan tich gaéi dir liéu...

Version History i Alert Me

(%] Approve/Reject
@‘j Waorkflows
Actions
~ 01 00 S5e &F 00 0a 60 2a dO 4a df be 0B 00 46 a0 B " el I I - "
Edit [tem 00 20 57 53 00 00 01 02 31 f7 cO aB Ol 4c eB ef . WS.... '....L..

00 Oa 94 04 00 00 16 00 01 06 eB ef 00 0a 00 00  ......oo wevecens
o 00 OO OO0 00 00 0O 00 00 00 00 00 B0 4t uiverer sees
Edit this item.

@ | MVIDLA AFaree MCP Netwedkang Sdapter Drivi | Packets: 1710 Displayed: | Profile Delault

AuthorMews
CreagtedDate 13/01/2016

SourceMews

ShowDescription Yes
ShowImage Yes
FocusMews Mo

EventMews
Publishingnews Yes

Approval Status Pending

Content Type: News Item
Created at 13/01/2016 3:43 CH by Nguyen Lan Anh & a J
Last medified at 14/01/2016 4:20 CH by Géng Mghé Théng Tin

Hinh 9
2. Mot s6 hru y:
2.1. Dinh kem dnh dai dién trong muc “ImageNews”
- Kich chu6t vao dong chit “Click here to insert a picture from SharePoint” giao dién hinh 8
£ EditImage Properties -- Webpage Dialog X

— - - ——

l €| http://www.hup.edu.vn/cpbdv/phcth/noidung/_layouts/AssetimagePicker.aspx?DefaultAssetl ocation=8&DefaultAssetimagel ocatil ‘

3 Enter the URL of the selected image and its display properties,

T

[m] »

General

Selected Image

Browse. ., ]

Alternate Text o

[ oK | | Cancel

http://www.hup.edu.vn/cpbdv/phcth/noidung/_layouts/As Q Internet | Protected Mode: Off
Hinh 10




- Trong muc “Selected Image” chon “Browse” giao dién hinh 11

@Images '
|54 Pages
&) Workflow Tasks

b []Ban quan Iy khu néi tri

Thum

b [{Phéng cong nghé thong tin

|Phong cong tac chinh tri

chiyen
> ] Phong dao tao
I 4 |""{Phang hanh chinh téng hop l Q
4 Documents —_
&,’ Images \W
53 Pages ‘ ’

Hinh 11
Chon don vi can cap nhat anh — chon “Images” noi dat anh da upload — chon”Upload” dé
tai anh tr may tinh 1én website.

- Kich “Browse” chon anh can cap nhat — chon “Open” — chon “OK” hinh 12, két thac qua
trinh dinh kém anh.



Images - Upload Document B X

Upload Document
Name:

Browse to the document you
intend to upload. Browse...

[¥] Add as a new version to existing files

Version Comments )
Version Comments:

Type comments describing
what has changed in this
version.

OK Cancel ]

| Choose File to U

g—_}_gj ‘ « Pctures » Sample Pictur v | Search Sample Pictures pe)

Organize ¥ New folder =] - ﬁ] @

W Favorites — Pictures library
Bl Desktop Sample Pictures
% Downloads

Arrange by: Folder ¥

l: ol
=, RecentPlaces |z

H

4 Libraries :
5] Documents Chrysanthemum Desert Hydrangeas
o' Music W AN
=/ Pictures e o
E Videos
Jellyfish Koala Lighthouse
M Comnuter : == =
File name: Chrysanthemum - |AllFiles () -|
| Open |v| Cancel

Hinh 12
2.2. Binh kém dnh va link trong bai viét:
- Dinh kém anh: Di chudt dén vi tri cin chén anh chon “Insert” = chon nat miii tén chi xuéng

bén dudi Picture = chon “From Computer” hodc chon “From SharePoint” hinh 13.



Gidi thiéu - Hwdng dan dang tin

Editing Tools

Format Text ”[ Insert

HHS N 2

Link Upload Reusable

- File Content
Links Content
Itey From Address content approval, Your submission will not appear in public views until approved by someone it
Wil Fram SharePoint  INformation on content approval.
Content Type Mews ItemEl
Title * Hudng dan d&ng tin
CrescriptionMews Click here to add new content
ImageNews Click here to insert a picture from SharePaint, L
ContentMews @udc dang tin trén website I 1
AuthorMews
CreatedDate * 11,/01/2016 i
SourceNews
ShowDescription
Showlmage
FocusNews =

EventMews E|
=

Euhlichinnnewe

Hinh 13
-Luuy
+ Chon “From SharePoint cac budc tiép 1am nhu “Trudng hop dinh kém anh dai dién
trong muc ImageNews”.
+ Chon “From Computer” = chon “Chon tép”(chon anh can chén) = Chon “Site

Assets”(chon vi tri luu anh) = Chon “Ok” hinh 14.

Select Picture m g
Name: || Cheon tép ] Khéng cb tép ndo duwoc chon
Upload to] | Site Assets ¥

#| Cverwrite existing files

| OK I | Cancel

Hinh 14
+ Chinh kich ¢& anh: Sau khi dd dy dwoc anh vao bai viét hodc dinh kém bai viét chon

anh can chinh kich ¢& — chon “Design” nhap kich ¢& can chinh hinh 15.




Gidi thiéu - Huéng dan dang tin

Editing Tools Picture Tools

Edit | Format Text Insert

% % /epbdv/pentt/noidung/Site F" _ 54 1024 px 3 LIHd 5 px =
(i 7_@ Chrysanthemum.jpg éd 768 px A 1j 5 px 5
Change Image Position ’
Picture + Styles « v Lock Aspect Ratio

Select Properties Styles  Arrange Size Spacing

»~

o Items on this list require content approval. Your submission will not appear in public views until approved by someone witt[

Content Type ijNews iteni';l

m

Title * HuGng d&n dang ti
DescriptionNews Click here —
ImageNews Click here to insert
ContentNews Cac buge dang tin §

< m [ »
Hinh 15
- Pinh kém link: Di chudt dén vi tri can chén link chon “Insert” — chon nat miii tén chi xuéng

bén dudi Link — chon “From SharePoint” hoac chon “From Address * hinh 16.




Gidi thiéu - Sir dung Wireshark dé phan tich géi dir liéu...

Editing Tools

Format Text IJ Insert

= 5 (@D

==
Tahle Picture Video and Link || Upload Reusable
- - Audio - File Content -
Tables Media From SharePointl | Content
W 0a 94 04 O0 00 16 00 01 06 ef ef 00 Oa O0 00
From Address 0 00 00 00 00 00 00 00 00 00 00 00 000000 L.iliiii. eee

@ | MVIDLA nForce MCP Netwerking Adapter Drivi | Packets: 1210 Displayed: | Profile: Default

AuthorMews

CreatedDate * 13/01/2016 ﬁ
SourceMews

ShowDescription o+

ShowImage o+

FocusNews

EventMNews L

Publishingnews 7

Created at 13/01/2016 3:43 CH by Mguyen Lan Anh
/01 ¥ Mgy [ Save JH Cancel

Last modified at 14/01/2016 4:20 CH by CSng Ngh€ Théng Tin

Hinh 16
+ Chon “From SharePoint” chon link can chén — chon “Ok” két thac chén link hinh 17




[ www.hup.edu.vn/cpbdv/bglknc/noidung/_layouts/AssetPortalBrowser.aspx?|

&' Current Location: Gidi thigu at http:/feneew.hup.eduan/cpbdvfbglknc/noidung//Lists/Gioithizu ‘

[3 upload All Ttemns ~

& Workflow Tasks “ g Title Approval Status  Approval News

[ Ban quan Iy khu ndi tri — T
vé Khu ndi
trd sinh
ign

[E[4 Documents

[E4 Drop OfFf Library
@ Images

E Menu

[E[4 Pages

& Workflow Tasks

B |;| Quan Iy van ban

4 |:| Quan tri ndi dung
: 3

Location (URL)[/cpbdv/balknc/noidung/Lists/Gicithieu/3_.000 ]
& oK J | Cancel |

Hinh 17
+ Chon “From Address” — nhap ndi dung can chén link vao 6 “Text to display” —

chén link can chén vao 6 “Address” = chon “OK” két thuc chén link hinh 18

Insert Hyperlink

Text to display: |

Address: [ ]

| oK I | Cancel |

Hinh 18
1.1.  Chuyén néi dung bai viét dwoc soan thdo bang Microsoft Word:

- Soan ban tin truc tiép trén trinh tao ban tin.
- Sao chép ndi dung da soan thdo trén Microsoft word:
+ St dung Microsoft Office 2007+: Mot s6 luu ¥ sau
e Soan thao van ban trén bo font Unicode.
e Sirdung TAB dé c6 dinh vj tri vin ban.
e Khong st dung Paragraph dé dinh dang van ban.
e CO thé sir dung bang tao van ban, nhung khong st dung Paragraph dé dinh dang.
+ St dung Microsoft Office 2003-: M6t s6 luu ¥ sau:
e Chuyén dang font sang Unicode.
e Dit I& sao cho phan vian ban soan thao <l4cm.



e Sirdung TAB dé c6 dinh vj tri vin ban.
e Sir dung bang nhung khong st dung cac dinh dang bang Paragraph.
1.2.  Cdch chinh sira anh trude khi ddy 1én web.
- Kich chudt phai vao anh can chinh sira kich thudc chon Open with — Microsoft 2010 (voi

Office 2010), Microsoft Office Picture Manager (vai Office 2003) hinh 19
Pictures library

Sample Pictures

s RYES

Ilesgrt—ﬂxdr_anngas—le[hcﬁshi Koala Lighthouse

Edlt

Preview

Set as desktop background
Print

Rotate clockwise

Rotate counterclockwise

I Open with I > | & Internet Explorer
Share with > Illj Microsoft Office 2010 I
- I'#20 Daint
Hinh 19

- Trén thanh Menu ngang chon “Edit Pictures” — “Resize” hinh 20

lype a question tor help

o| 2 Edit Picturesd 74 Auto Correct &

¢ Edit Pictures -
FIEK-

1 files selected

Correct pictures automatically

To automatically correct color and
brightness for the selected
pictures, dlick Auto Correct,

Edit using these tools
_l_] Brightness and Contrast

© color
.|'." Crop

@&; Rotate and Fip
@ Red Eye Removal

Change picture size

4], Compress Pictures

Hinh 20

- Chon muc “Predefined with x height” — Chon kich thudc anh “Web - Small (448 x 336
px)”, kich thudc anh tuy chon sao cho phit hop v6i bai viét, trén web thuong dé anh mic dinh
nhu vi du. Sau dé chon “Ok ” két thiic qué trinh chinh anh hinh 21.



[ Edit Pictures.., 73] Auto Correct 5

| Resize v X
(CRROREA

1 files selected

Resize settings

Make picture fit inside:

(7) Original size

I @) Predefined width x height:
;Document -Large (1024 %E]‘

Document - Large (1024 x 768 pxX.
Document - Small (800 x 600 px)

Emarll;eslgrlllall! (160 x 160 px)

e‘ %

Size setting summary

Original size: 1024 x 768 pixels
New size: 1024 x 768 pixels

0K

Hinh 21

C. Danh cho tai khodn duyét ban tin
Buwoc 1. Dang nhdp céng thong tin voi quyén dwoc cip
- Khoi dong trinh duyét. (Internet Explorer; FireFox )
- Nhap http://www.hup.edu.vn trén thanh dia chi va chon nat “Dang nhap” hinh 22

Pang nhap | Trangdﬁ"_ i
¥ Thong tin cho:

DUGC HA NOI —— cotairai

(# Hoc vién *
Y L

Hinh 22
- Sau khi chon niit “Pang nhap” man hinh hién thi giao dién yéu cau nhap tai khoan nhu hinh 23

Ex=)

Windows Security

Connecting to www hup.eduwn,

—_— [hup‘\cntt l

| P |

Demain: hup
[ Remember my credentials

| ok || Cance

Hinh 23

- Nhép tén tai khoan don vi, ca nhan, chon nit “OK”.


http://www.hup.edu.vn/

- Chon lién két “Can b - giang vién” cua muc “Théng tin cho:” hinh 24

Welcome \it1: Dang xuéat | Trang chih

Thong tin cho:

-~ N T
DUQC HA NOI - o Sio
[ [ 3 Sinh vién *

Hoc vién *

Hinh 24

- Khi dang nhap thanh cong dong chii” Dang nhap” sé duoc thay thé bang “Welcome \<tén

tai khoan>: Pang xuat”.
Buwoc 2: Phé duyét.
- Chon ban tin can phé duyét hinh 25

Site Ations + ) WM Page

[} Cdng thdng tin Dai Hoc Dugc

Cong thdng tin Dai Hoc Dugc| Cacbd mon~ | Cacphongban+] Cacdonvikhdcy  Thu vién

Ban quan ly khu ndi trd

Thuviéndingchung . . ., i
Lich céng tac tuZ Phong cdng nghé thong tin

Lép lich cong tac tud s e Tt il
SRS SNg e Phong cong téc chinh tri

Type S Modified

B Phong dao tao "

Lists &) | Phing hanh chinh téng hop | 8/13/2012 3:00 PM
Nicrticcinne ) Phona hop tac quéc té P —

Hinh 24
- Chon “Quan tri ndi dung”, trong muc “User Tasks” chon ban tin can phé duyét hinh 24

Phong hanh chinh tdng hop || Quan tri ndi dung

Nhap tin

User Tasks
Tin tic va su kién
Thong: Babiching Type Task Item Link Due Date
s w3 Please approve Test Test thir
Gidi thiéu & o
[ VEONN Sy SRS §_SE B S

Hinh 25
- Chon “<Tén ban tin> trong muc “This workflow task applies <Tén ban tin>"" xem ndi dung

ban tin hinh 26.



(¥ This workflow task applies t

Status Not Started

Requested By

Consolidated Comments  Approval started by it1 on 8/15/2012 2:35 PM
Comment:

These are the comments of the requestor and all previous participants.

Due Date @

Comments

This message will be included in your response.

[ Approve ] [ Reject ] [ Cancel ] [ Request Change ] [ Reassign Task

Hinh 26

+ Comments: Nhitng phan hdi vé bai viét

+ Approve: Dong y dang tin bai viét 1én web

+ Reject: Khong dong y dang tin bai viét 1én web va tra lai nguoi bude trude.

Sau khi chon “Approve”, trong myc “Quan tri nd1 dung” tai muc “User Tasks” nguoi dung sé
cong viéc duyét tin cho ban tin d3 duyét ko xuat hién nhu hinh 27

Quan tri ndi dung

Phéng hanh chinh téng hop | Quan tri ndi dung

Nhap ti
e User Tasks

Tin tdc va su kién

There are no items to show in this view.
Hinh 27
+ Chon muc chtra ban tin da duyét bén menu trai, cot “Approval Status - Approved”, cot
“Duyét tin - Approved” két thic qua trinh duyét tin hinh 28

3 . ns ~ , j
1 Quan trini dung » Thdng bao chung » AllTtems -
Ilkelt Ti
|
Phong hanh chinh tong hap | Quan tri ndi dung Search this site... P
Nhap tin [ ¢ Tie Approval Status Duyét tin

Tin tifc va sy kién

Hinh 28
D. Cép quyén cho nguoi diung

Buéc 1. Ding nhip cong thong tin véi quyén quan tri
- Khoi dong trinh duyét. (Internet Explorer, FireFox)



- Nhap http://www.hup.edu.vn trén thanh dia chi va chon nat “Dang nhap” hinh 29

Ping nhap | Trangdﬁ"v _

— e

Thong tin cho:

DUQC HA NO' s ,.;—' Can bb-giang vien *

Sinh vien *

1 Hoc vién *

Hinh 29
- Sau khi chon niit “Pang nhap” man hinh hién thi giao dién yéu cau nhap tai khoan hinh 30
[ Windows Security -'
Connecting to www.hup.eduwn,
—_— ’ huphcntt l

‘BJ [rereer '

[C] Remember my credentials

I OK ] ’ Cancel

Hinh 30
- Nhap tén tai khoan don vi, ¢4 nhan, chon nat “OK”.
- Chon lién két “Can bo - giang vién” ctia muc “Thong tin cho:” hinh 31

Welcome \it1: Dang xudt | Trang chi

Thong tin cho:

DUQC HA N(:)I . ,.;-' Can bb-giang vién *

Sinh vien *

> ”(_% Hoc vién *

Hinh 31
- Khi ding nhap thanh céng dong chit” Dang nhip” s& duoc thay thé bang “Welcome \<tén
tai khoan>: Diang xuat”.

- Chon don vi can cip quyén giao dién hinh 32


http://www.hup.edu.vn/

Site Actions ~ @ EBrowse

) Cang thdng tin Dai Hoc Dugc

Cdng théng tin B:ai Hoc Duge Cac bd mdn -~ [CE]:: phong ban - Cac don vi khac -

Ban gquan by khu ndi trd

Surveys : . . .
_ Lich céng tac tuf Phéng céng nghé thang tin]
ThamDoYkien g = : :
0 Phang cdng tac chinh tri
Ty . ,
YPE Phong dao tao
Pictures |EI_] Phang hanh chinh téng hop
Slide Image IEI_] Pheng hop tac qudc t&
IEI_] Phang khao thi va ki€m dinh chét lrgng
Thu vién dang chung i Phong quan Iy khoa hoc
Lo . i . _j Phéng quan tri
Lap lich cing tac tudn . .
|E|_j Phong sau dai hoc
=it . .- - =
£z ErE lﬂ_j Phang tai chinh k& toan
Phang t& chirc can bd
. |E|_j . . L
Lists Phang wat tur trang thiét bi
ListIDThongBao Thur vign
Tram v t&

Lich =sur kién
Hinh 32

- Chon “Quan tri ndi dung” — “Site Actions” — “Site Permissions” hinh 33



e

Site Actions - | gl Browse
= Edit Fage
| } Modify the web parts on this
page.
3 Mew Page
ﬂ Create a page in this site. Euén tri n&i dung ﬂ

=8 wiew all libraries and lists in
this site.
Edit in SharePoint Designer
¥, 9 Create or edit lists, pages, and

Mew Document Library

_D Create a place to store and My
chare documents.
MNew Site
Create a =ite for a team or
© project. “ms
r i, = . . .
ESE:tEIEE!I:;Ft'y-pEE of pages, ems to show in this view.
lists, libraries, and sites.
15
Manage Content and Structure . L
ems to show in this view.

Feorganize content and
structure in this site collection.

View All Site Content

workflows, or adjust settings.

Site Permissions

Give people access to this site.

Site Settings

Access all settings for this site.

Site Actions ~ g

&,

G

Erowse

TR T LIEr ar'y

Site Fages

Hinh 33

- Trén thanh cong cu “Permission Tools” = chon “Grant Permissions” hinh 34

@Permission Levels

&

d l@h—lanage Access Requests

v R

Inherit Grant Create Edit User Remowve User Check Ananymous
Permissions JPermissions| Group  Permissions Permissions  Permissions Access
Inheritance Grant Modify Check Manage
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Entire Web site

] CNTT SharePoint Group
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Design, Limited Access

Limited Access



- Nhéap tén tai khoan trong muc “Users/Groups” — muc “Grant users permisssion directly”
chon quyén can cip cho ngudi dung — chon “Send welcome e-mail to the new users” —
chon “Ok” két thuc qua trinh cip quyén hinh 35

Grant Permissions O x

Select Users
sers/Groups:

You can enter user names,
group names, or e-mail
addresses, Separate them
with semicolons.

&, L

Grant Permissions o
Grant Permissions

Select the permissions you Add users to a SharePoint group (recommended)
want these users to have.

You can add users to a Quan |y van ban Members [Mo Access] ¥
SharePoint group that has View permissions this group has on sites, lists, and items...
already besn granted the E Grant users permission direcil_',-:l

appropriate permission
levels, or you can grant the

Full Contral - Has full contral.

users specific permission DCesign - Can view, add, update, delete, approve, and

levels. customize.

i o Contribute - Can view, add, update, and delete list items and
Adding users to a documents

SharePoint group is
recommended, as this Read - Can view pages and list items and download documents.
makes managing

DErMiSSIONS easier across Approve - Can edit and approve pages, list items, and

documents.

multiple sites, i ) ) o
Manage Hierarchy - Can create sites and edit pages, list items,
and documents.

Restricted Read - Can view pages and documents, but cannot
wiew historical versions or user permissions.

View Only - Can view pages, list items, and documents.
Document types with server-side file handlers can be viewed in
the browser but not downloaded.

Records Center Web Service Submitters - Submit content to this
site using Web Services.

Send E-Mail

Ld .

Use this option to send e- | Send welcome e-mail to the new users I

mail to your new users. Yol Subject:

can personalize the " . _— . A
message that is sent. Welcome to the SharePoint site: Quan tri ndi dung
Personal Message;

Links and information about

the site will be added below

your personal message.

Cancel

[ Ok

L/

Hinh 35
Luu ¥: - Chi cap quyén cho nhirng quyén sau:
+ Full Control - Has full control. Quyén cao nhat



+ Design - Can view, add, update, delete, approve, and customize. Quyén xem, tao,
sura, x0a, duy¢t tin.

+ Contribute - Can view, add, update, and delete list items and documents. Quyén,
xem, tao, stra, x0a ban tin.

+ Read - Can view pages and list items and download documents. Quyén xem trang
tin, xem ban tin, tai ban tin.

+ Approve - Can edit and approve pages, list items, and documents. Quyén stra, duyét
trang tin, ban tin.

- Trong muc “Users/Groups” trudng hop ko nhé tai khoan ctia ngudi can cip quyén

chon biéu tudng @ dé tim tai khoan hinh 36
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+ Muc “File” gb tén tai khoan can cip quyén — chon tén tai khoan — chon “Add” —

chon “Ok” két thuc qua trinh tim tén tai khoan.



