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Hudng dan cai dat va sir dung DRIVE
trén PC/Laptop

W2 vietnamAirlines %)

Bwéc 1. Download phan mém

Pang nhap vao link: https:/drive.vietnamairlines.com dé download phan mém

Tab mdi

- C &l httpsy//drivevietnamairlines.com

i Ungdung [E_ iclts-simoncom:IEL.. (@ DRIVEVIETMAMAIR.. @ ARINC Corporate P.. @ httpsi//wwwhsbce.. & G di

Dang nhip vao cura s6 login bang tai khoan vdi user va mat khau giong email

Lzl VIETNAMAIRLINES DRIVE & _

& c @ drivevietnamairlines.com/userportal/#/login L]

3 Ungdung [ ieftssimoncom:lEL. @ DRIVEVIETNAMAIR.. @ ARINC Corporate P.. @ hitpsi//www.hsbcc.. € G dictionary japanese.. @ LeanEnglishin3H.. (§ Gmarket - [Cuckoo]...

VIETNAMAIRLINES R
DRIVE 8 e

File Sync and Share

License Information ('

-~ . i
Powered by HCP Anywhere  {m3 DIEETM O Use network login

© 2019 Hitachi Vantara. All rights reserved.

® Having trouble logging in?

) , ye 1 A L . ) 2 & App Downloads
Chon App Downloads ¢ goc trai bén dudi cua cura so: _
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https://drive.vietnamairlines.com/

Hudng dan cai dat va sir dung DRIVE

trén PC/Laptop

W2 VietnamAirlines %,

k=l VIETNAMAIRLINES DRIVE

&« C 8@ drivevietnamairlines.com/userportal/#/files/

! Ungdung [E

I Files

ielts-simon.com: [EL.. @ DRIVEVIETNAMAIR.. @

VIETNAMAIRLINES DRIVE

P Shared Folders

% My Links

Activity

I Files Activity
& Collaboration Activity

€ Account Activity

Devices

b & B B O

) B

& My Devices

& App Downloads

Chon Download for Windows trong cira s6 dudi:

App Downloads

O Desktop

0 Mobile

&8 Windows
& Download for Windows

& Windows Outlook Add-in

& Mac

& Download for Macintosh

(" Download for iPhone or iPad

# Home

£ Upload QL SNENN

Name

Outlook Attachme
Tai ligu 1
T1071-CNTT guri g8
Ds tai khoan emai
image.jpg

p2019-08-16T085

at the iTunes store

(4 Download for Android at Google Play

Bwéc 2. Cai dit phan mém

Sau khi download xong, chon M¢&

dé cai dat:
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Hudng dan cai dat va sir dung DRIVE
trén PC/Laptop

0 Maobi

M

Ludn ma loal tép nay

Hién thi trong thu muc

Huy

HCP Anywhere Ou..exe ¥ & HCP Anywhere Ou...

Chon Install:

H HCP Anywhere

| €]

Welcome

Setup will install the HCP Anywhere on your computer. Click Install to
continue or Close to exit.

I@“nstall Close

= HCP Anywhere Setup = =
HCP Anywhere
Setup Progress
Processing:  HCP Anywhere
|
Cancel

W7 VietnamAirlines %
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Huéng dan cai dit va sir dung DRIVE

trén PC/Laptop &‘& VietnamAirlines

R HCP Anywhere
Clel v

Installation Successfully Completed

You must restart your computer before you can use the software,

Restart | |  Close

Chon Close.
Cai dat thong s6 thue hién cac budce nhu sau:

M¢é Phan mém Drive trén may tinh: Click biéu tuong HCP Anywhere trén destop

Welcome to HCP Anywhere

Use this wizard to enter required configuration and
registration information.

Ask your administrator for the information you need.

< Back Next = Cancel

Chon Next:
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Huéng dan cai dit va sir dung DRIVE

trén PC/Laptop 3: VietnamAirlines

Configuration and Registration
Folder Location

Select your sync folder location.

Most locations inside your Documents folder can be selected.
Most locations outside your Documents folder must be empty.

C:\Users\thuchu'\Documents\HCP Anywhere

< Back MNext =

Nhap domain nhu hinh sau: Chon Next

Configuration and Registration
Connection Settings

Server:

l https: f{drive. vietnamairlines. com|

Show Advanced Options...

< Back Mext = Cancel

Chon Next.

Luweu hanh noi bo Trang 6



Huéng dan cai dit va sir dung DRIVE
trén PC/Laptop

Configuration and Regi ion

Authentication - Enter ldentity

&‘&Q' VietnamAirlines

Server:
https://drivevietnamairlines.com

Log in using:
VNA.CORP.VIETNAMAIRLINES.COM

Username:
thuchu@vNa Change
< Back Next Cancel
Chon Next.
2] Configuration and Registration ?
Upgrading to Non-Syncing Client
You've successfully upgraded the desktop application to
version 4.1.1.11!
e following
This version of the desktop application includes some exciting
new functionality.
Previous
Finish

Chon Next.
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Huéng dan cai dit va sir dung DRIVE

trén PC/Laptop

&9 VietnamAirlines

Chon Next.

Chon Done

Upgrading to Non-Syncing Client

The new desktop application allows you to choose which files
are saved locally to your computer, and which are stored
remotely in HCP Anywhere.

This is the perfect way to manage the space your desktop
application folder uses on your computer.

Previous Mext

Upgrading to Non-Syncing Client

You should now save locally any files you want available
offline.

The next time the desktop application restarts, any file that
has not been saved locally will become a remote file.

Previous

Upgrading to Non-Syncing Client

To save a file locally:

1. Right-click on a file or folder.
2. In the menu, click on Save Locally.

Previous
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Huéng dan cai dit va sir dung DRIVE
trén PC/Laptop

W2 VietnamAirlines %

e ion and Regi .
Welcome!

Welcome to HCP Anywhere

You have successfully registered with the server. The following
settings were used:

Sync Folder:
Ch\Users\thuchu\Documents\HCP anywhere

Server:
drive.vietnamairlines.com

Username:
thuchu

The following features are available:

ﬁ File Sync & Share

Backup

Finish

Chon Finish dé két thuc.
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Huéng dan cai dit va sir dung DRIVE
trén PC/Laptop

7

Z7)

&vﬁ VietnamAirlines

Buée 3. St dung phan mém

Nhép dbp vao biéu tuong ™ W5 tren destop dé mé phan mém.

Vi du tai khoan c6 chira cac tai liéu nhu bén dudi.

File Home Share View ~ 9
B’ % cut . ?< Iivﬁ | LE [ New item = D g open - HH Setectan
W] Copy path ’ L o b :a Easy access ~ Edit 55 Select none
Copy Paste Move Copy Delete Rename Mew Properties
Paste shortcut to to - folder - 5 History EE Invert selection
Clipboard Organize Mew Open Select
T k) » ThisPC » Documents » HCP Anywhere » v & SearchH.. ©
S E ~ Name . Date modified Type Size
avorites
B Desktop | GLOBALink 8/16/2019 313 PM  File folder
& Downloads . Outlook Attachments 8/16/2019 3:12 PM File folder
"5l Recent places L. Tailigul 8/16/2019 3:12 PM File folder
[ 1071-CNTT gdii ¢ nghi tdi Cuc tin s6_879  8/15/2019 3:56 PM  Microsoft Word 9... 36KB
\e) HCP Anywhere {1 Bao cao cong viec test 8/16/2019 11:25 AM  Microsoft Excel W... 19 KB
[ Dsti khodn email 8/12/2019 4:37 PM Microsoft Excel W... 290.238 KB
*& Homegroup image /2/201911:40 AM  JPEG Image 2451 KB
B p2019-08-16T085327+0700 /16/2019 8:33 AM  PNG image 133KB
M This PC
1 AppleiPhone
i Desktop

| Documents
. Custom Office Tem
=) HCP Anywhere

. GLOBALink
1) Outlook Attachm
Lo Tailigu1

1 My Received Files
Iy Shapes
1) Outlock Files

Bitems

Pé dua dit liéu 1én Drive: Kéo tha dir lidu tir may tinh sang HCP anywhere. Vi du
nhu hinh dudi dua file Giay uy quyén quyét toan 02 1€n Drive bang viéc kéo tha:

20 =1 HCP Anywhere
. Home Share View Home Share View
D ¥ cut K Iiﬁ U [ New item ~ Zgopen - HH s & cut h x Eﬁ U ) New item ~ M open - HHs
i) Copy path <@ £ W Fegaccess - Edit 25 s [ Copy path A \ \ £ Easy access + Edit g
Paste T— l-g.:\;e (tzpy De\.ata Rename le‘ldw:r Pmpfm!i ‘Q)H\Stnry EE\H Copy Paste TP Mtﬂmlve Ctl.;pv Delvtte Rename f:‘ldﬂ:r Pmpfm!i ‘éjH\ilnry EEM
Clipboard Organize New Open Clipboard Organize New Open
4 ) » ThisPC » Documents b HCP Anywhere © ~ 4 L » ThisPC » Dats(D) » CONGVIEC
Favorites . Neme . Date modified Type b & Pictures A Name N Date modified Type
- (8 RealPlayer Cloud - o
B Desktop | Qutlook Attachments 8/16/20193:12PM  File folder o O Videos T Quy dinh vittign té 4/24/20188:25AM  Adobe Ac
§ Downloads 1. Tailieu 8/16/20193:12PM  File folder . &) DANH BA CNTT 3/30/20171250PM  Microsoft
1 Recent places 1071-CNTT gii d& nghi t6i Cuc tans6_879  2/15/20195:56PM  Microsoft Word 2... ié gs (C‘[])‘ || amhs.pkt 4/22/201510:48 AM  PKT File
11 Bao cao cong viec test 8/16/201811:25AM  Microsoft Excel W.. T 2887-QD-BGTVT_Guy che tham dinh du an 8/5/2014812AM  Adobe Ac
HCP Anywhere 11 Dstai khodn email 8/12/2019437PM  Microsoft Excel W... — 588 TCTHK-VASCO 5/20/20151:43PM  Adobe Ac
*image 8/2/2019 11:40AM  JPEG Image Z . ig:; T 4318 HOQT 4/20/20163:15PM  Adobe Ac
Homegroup %] p201-08-16T083327+ 0700 8/16/20198:53AM  PNGimage . - oo ) 20 DTMS_dau thau 1/8/20161:57PM  Adobe Ac
- @Z)17. Giay uy quyen quyet toan 02 UQQT-TNCN (04) 3/21/20195:32PM  Microsoft
This PC — >l 2010 ). Outlook Luu 8/16/20192:39PM  File folder
| AppleiPhone _—— > 2m ) 2019 8/15/201912:37 PM  File folder
& Desktop b ) 208 7/29/2019 10:00 AM  File folder
| Decuments > 203 U 2017 6/21/201812:32PM  File folder
1\ Custom Office Tem b 2 U 2016 1/16/20182:41 PM  File folder
(&) HCP Anywhere > 2015 U 2015 7/18/20183:43PM  File folder
1. Outlook Attachm v 206 ) 2014 10/30/20183:20 PM  File folder
). Tailigu1 b 23 37/2018502PM  File folder
1| My Received Files > 2018 Ui 2012 11/9/20165:09PM  File folder
My Shapes b 2 U 2o 10/30/20183:30 M File folder
|| Outlook Files 11 Outiookluy )i 2010 6/19/20183:50 PM  File folder
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Hudng dan cai dat va sir dung DRIVE
trén PC/Laptop

W2 vietnamAirlines %)

Sau khi hoan thanh dua file Gidy uy quyén quyét toan 02 1én Drive, File trén Drive
dugc danh dau nhu hinh duéi (da dong bd xong)

Home Share View
= I T A @ [ Mew item - ™ [Fopen - BH selectan
=l | [ Copy path ‘ﬁ 1L|7=-j x Lj aEasy ACCESS T L} @Edit Select none
Copy Paste _ Move Copy Delete Rename Mew Properties
[2] Paste shortcut to~ ta~ - folder - 5 History nﬂ Invert selection
Clipboard Organize MNew Open Select
T ) » ThisPC » Documents » HCP Anywhere v
< Favorites ol Mame : Date modified Type Size
B Desktop ./ Outleck Attachments 8/16/2019 3112 PM File folder
& Downloads ) Tailigu 1 8/16/2019 3:12 PM File folder
5l Recent places 17. Giay uy quyen quyet toan 02 UQQT-T... 2/21/2019 5:32 PM Microsoft Word D... 24 KB
1071-CNTT gifi g€ nghi téi Cuctinsg_879  8/15/2019 5:56 PM Microsoft Word 9. 36 KB
l) HCP Anywhere [ Bao cao cong viec test 8/16/201911:25 AM  Microsoft Excel W... 19 KB
[ Dstai khodn email 8/12/2019 437 PM Microsoft Excel W... 200.238 KB
& Homegroup ~ image 8/2/201911:40 AM  JPEG Image 2451 KB
%] p2019-08-16T085327+0700 8/16/2019 833 AM  PNG image 133 KB
1M This PC

& SearchH.. 2

Muon x6a dir liéu trén Drive, chon chudt trai vao file can x6a, chon Delete.

Tao link chia sé tai liéu

a.

Dung HCP Anywhere trén may tinh

Mo HCP Anywhere, chudt phai vao file can dua 1én 6 ao/HCP
Anywhere/Create Link/Chon 1 trong 3 phuong an chia sé.

Clipboard
T ) v ThisPC » Document

~ Name

Copy Public Link to Clipboard (read access only)
Copy Internal Link to Clipboard (read access only)
Create Custom Link

Open
Open in new window

[37 Dstai kh
) HCP Anywhere ~ image
T p2019-0¢
t@ Homegroup B p2019-04
1% This PC
[ AppleiPhone
i Desktop

| Documents

. Custom Office Tem

Ve

b.

Truy cap vao trang web: https://drive.vietnamairlines.com

HCP Anywhere
Create Link »
Save Locally
More »
Share with »
m Scan for threats
Include in library »

ON i N

Dung HCP AnyWhere trén Web

Pin to Start

Add te archive..,

Add to "Outlook Attachments.rar”
Compress and email...

Compress to "Outlook Attachments.rar” and email
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Hudng dan cai dat va sir dung DRIVE

trén PC/Laptop W2 vietnamAirlines %)

& c f drive.vietnamairlines.com/userportal/#/login

i Ungdung [ ielts-simoncom:IEL.. @ httpsi/elearning.vi. (G Gmarket-Korean N...  (§ Gmarket - CUCKOO... (§ Gmarket-Korean N.. @ https://elearning.vi. @ idadvietnamairlin

A
AQ'M

AZ VietnamAirlines i~

VIETNAMAIRLINES

DRIVE
File Sync and Share

License Information ('

P ed by HCP he
owered by HCP Anywhere (@) LDIGNTIM O Use network login

© 2019 Hitachi Vantara. All rights reserved.

® Having trouble logging in?

Sau khi dang nhéap, ctra s6 6 4o nhu sau:

VIETNAMAIRLINES DRIVE e QREEEElSN H O Show deleted items & Chu Thi Le Thu-IT

# Home
I Files
B New folder | + Move | @& Delete | "D Restore deleted item(s) | & Download @ Help
A Shared Folders
O  Name % Size 4 Last modified B
% My Links
B s Aug 16, 2019 4:21:28 PM
Activity fa IT-THUCHU Aug 16,2019 11:21:07 AM
i Files Activity M Outlock Attachments Aug 16, 2019 9:02:57 AM
& Collaboration Activity Bao cac cong viac test.xlsx 18.6 KB Aug 16, 2019 11:25:44 AM
2§ Account Activity Ds tai khodn emaildsx 283.4 MB Aug 12,2019 4:37:21 PM
Devices @ image.jpg 2.4 MB Aug 2, 2019 11:40:50 AM
(] My Devices (D) p2019-08-16T085327+0700.png 1345 KB Aug 16, 2019 8:53:27 AM
) p2019-08-16T085755+0700.png 1682 K8 Aug 16, 2019 8:57:55 AM

& App Downloads

Pua file 1én 0 d0:

C6 thé dua 1én tir phan mém HCP Anywhere trén may tinh, hé thong s& dong bo 1én

= Upload

web. Hodc chon Upload trén thanh cong cy, chon file muén dua
Ién.

2
A 2

Xoa file trén o ao:

Chon File/Folder minh muén chia sé, nhan vao * rdi chon delete dé x6a. Khi x6a
trén web, h¢ thong s¢ dong by xuong may tinh.

Chia sé File/Folder:

Chon File/Folder minh muén chia s, nhan vao * rdi chon % Share via link . Sau do

s& thiét 1ap mot s6 thong s6 lién quan: ving chia sé (Internal/Public), ngay hét han,

tao mat khau va phan quyén. Cubi cung chon v Create
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Hudng dan cai dat va sir dung DRIVE
trén PC/Laptop

W2 VietnamAirlines %,

Create link to 'Bao tri TTB 2019

Expiration Oct 17, 2019 ]
Security Set access code
Permissions Read access

Upload access

Khi @6, trén hop chon % My Links J& giao dién chinh s& xuat hién thém duodng link cta

file/folder minh vira tao. Chon * rdi nhan vao 4 Resend @8 14y link va mat khau (néu
thiét 1ap).

Ta c6 thé chia sé cho moi ngudi bang cach gui link nay qua email.

Share via link

First send the link to your collaborators

) Copy  httpsy//drive.vietnamairlines.com/u/1GM_rcbjP77G &% Email

Then send the link access code to your collaborators

) Copy ,36jwcVh = Email

Tao thw muc lam viéc chung (team group)

O giao dién chinh, chon & New folder oy dat tén cho folder, sau d6 chon *

vao ™ Share folder o4 cing bam vao + Share folder

Share folder

va bam

Label D lieu A324

The name of the folder as it will appear to the people
you are sharing the folder with. This cannot be changed
once the folder is shared.

Team Folder Convert to Team Folder
Settings

@ Help L JEUTSM v Share folder

Tiép tuc la thépq nguoi lam viéc chung véi dir liéu folder vira chia sé: Chon
file/folder, nhap chudt phai, chon Manage Shared Folder.
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Hudng dan cai dat va sir dung DRIVE
trén PC/Laptop

W2 VietnamAirlines %

347 VIETNAMAIRLINES DRIVE [Ee SRl i O Show de

# Home

I Files
ERVLIGELRE W New folder |+ Move | @ Delete Restc

P Shared Folders

O MName
% My Links
P Abe
- % Share via link
Activity ta I1-
B Files Activity o £ Manage shared folder
u
M View folder activity
& Collaboration Activity [# Bac
# Rename
O Account Activity Ds
+ Move
Denices & im: @ Delete
L My Devices = e & Download

p2019-08-16T085755+0700.png

& App Downloads

GO tén day du hodc email (thudc Domain VNA) rdi bam Q

Manage shared folder : Dit liéu A320

Label: DU lieu A320

Q | thuchu (]
Name * Role ¥ Status ¥
Chu Thi Le Thu-IT
Collaborator v
VNA\thuchu m

¥ Share settings = @ Unshare ® Help

Phéan quyén chinh stra/xem (Collaborator/View) roi sau d6 chon m

Thiét 1ap dung lugng cho folder ding chung nay bang cach chon & Share settings 3

Quota: 5 GB
lya chon quota

Luu ¥: dung luong folder dung chung nay s& khong lién quan dén dung luong str dung
cua nguoi tao.
V6i mdi folder dung chung, ta c6 thé xem lai lich sir trong tac voi cac dit liéu cta ting

ngudi trong nhém bing cach ™ View folder activity
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