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l. Dang nhap tai khodn M365 / Login M365 account

Cai dat xac thuc bao méat 2 1&p (MFA)/ 2-Factor authentication (MFA) installation

Outlook (PWA)

App
MICROSOFT OUTLOOK
1. Truy cdp Mail Outlook (webmail) / Connect the Mail Outlook (webmail)
e Thém chi* ky vao Outlook / Add a signature in Outlook
e Thém Shared Mailbox / Add Shared Mailbox
2. Cai ddt &rng dung Outlook (PWA) trén Desktop / Install Outlook App (PWA) on Desktop
3. Cai dat MS Outlook trén Mobile / Install MS Outlook App on Mobile

Il. Truy cdp M365 App / Connect the M365 Apps

MICROSOFT TEAMS
1. Truy cap MS Teams/ Connect the MS Teams
2. Cai dat irng dung MS Teams trén Desktop/ Install MS Teams App on Desktop 5
3. Cai ddt MS Teams trén Mobile / Install MS Teams App on Mobile MlcrOSOft Tea ms

4. 4.Microsoft Teams théng bdo ciu hinh/Notifications configuring

App

ONEDRIVE

1. Truy cdp Onedrive Online / Access the OneDrive Online

2. T6ng quan giao dién, tinh ndng / Overview of the interface and features
3. Lam viéc vdi Folder va File / Working with Folder and File

4. Lam viéc véi “Share” Folder va File / Working with “Share” Folder and File
5. Déng bd OneDrive vé may tinh / Sync OndeDrive to your PC

SHAREPOINT

1. Truy cap SharePoint Online / Access the SharePoint Online
2. Truy cép SharePoint theo phong ban / Access the SharePoint of department
3. Pdng bd SharePoint vé may tinh / Sync SharePoint to your PC

OneDrive SharePoint



|. Pang nhap tai khoan M365 / Login M365 account

Cai dat xac thuc bdo mat 2 I&p (MFA)/ 2-Factor authentication (MFA) installation
Tai va cai App “Microsoft Authenticator” trén dién thoai.

Download and install the “Microsoft Authenticator” App on your phone.

Microsoft
Authenticator

M&



|. Dang nhéap tai khoan M365 / Login M365 account

¢ DPang nhap tai khoan trén may tinh va thay d6i mat khau mai (https://portal.office.com)

Log in to your account on your computer and change your password.

e M& app “Microsoft Authenticator” trén dién thoai quét ma dé dang nhap.

Open the “Microsoft Authenticator” app on your phone and scan the code to log in.

BAN DANG THEM LOAI TAI KHOAN NAO?

[ | [,
mE Tai khoan ca nhan >
Keep your account secure _
Keep your account secure ;
=- Microsoft E Khéc (Google, Facebook, v.v.) >

it@aidi.world

Update your password Microsoft Authenticator Microsoft Authenticator

You need to update your password because this is . Scan the QR code
the first time you are signing in, or because your ‘ Start by QEtU ng the app
password has expired Use the Microsoft Authenticator app to scan the QR code. This will connect the Microsoft Authenticator

On your phone, install the Microsoft Authenticator app. Doewnload now app with your account.

Current password
After you scan the QR code, choose "Next".

After you install the Microsoft Authenticator app on your device, chaose "Next".

New password | want to use a different authenticator app

Confirm password m

Thém tai khoan cd quan hodc trudng hoc

Dang nhap

Quét méd QR

5

Huy bo


https://portal.office.com/

|. Dang nhéap tai khoan M365 / Login M365 account

* Nhap s6 xdc thyc twong (rng trén man hinh may tinh va dién thoai.
Enter the corresponding verification number on the computer screen and the phone.
* Nhan tiép tuc cho dén khi hoan thanh.

Press continue until finished.

Keep your account secure 551 dang o oinig Keep your account secure Keep your account secure
dang nhap?
Wi £ Authent CONG TY CS PHAN Al DI
icrosoft Authenticator it@aidi.world Microsoft Authenticator
Success!
A S ;
Let's try it out Nhap sé hién thi dé dang nhap. Notification approved
W N4 Great job! You have successfully set up your security info. Choose "Done” to continue signing in.
o 84 Default sign-in method:
Approve the notification we're sending to your app by entering the number shown below. .
- - Microsoft Authenticator

83

Khong, khéng phai toi

Cco



Il. Truy cap M365 App / Connect the M365 Apps

* Sau khi d8ng nhap va xac thuc MFA thanh cong ban cé thé mé cac Apps trén M635 dé st dung.
After successfully logging in and authenticating MFA, you can open the Apps on M635 to use them.

e Truy cap trang chi M365 https://portal.office.com/

Connect the 1365 home page B> oo

° Chon ”AppS" d-é’ hlén thl Ca'c u,ng dung: & O O hitpsy//m365.cloud.microsoft/apps/?auth=28home=18&from=ShellLogo&username=thieng.nguyen%40aidi.world&login_hint=thieng.nguyen%40aidi.world A 7y = z 9
i . T M365 Copilot [En]

Select “Apps” to see the applications:

Q. Search Apps
v" Outlook (50 GB per user mailbox) O chat

Agents v
v’ Teams (Chat and call meeting) . [, @ Outook Vierd @t P——
‘/ H RIS v M365 Copilot App
OneDrive (1000 GB per user Storage) — & oneorie — P —

v' SharePoint (Limit 100 GB per Department) I & Apps All apps >

@ Admin
v" Work, Excel, PowerPoint (online only)

Use across Teams, Outlook, and Microsoft 365 Copilot

g Copilot A Org Explorer e Welcome Guide... @ Whiteboard by...

Get work done

Other Apps

6 w Azure VPN a Microsoft Graph... @ Whiteboard by... . Whiteboard.chat
t  thieng.nguyen@aidiw... @ Need help?



https://portal.office.com/

MICROSOFT OUTLOOK

1. Truy cap Mail Outlook (webmail) / Connect the Mail Outlook (webmail)

, . Apps
*  Truy cap trang chi M365 https://portal.office.com/ hoac PP
https://outlook.office.com/ dé vao truc tiép trang Outlook

Visit the M365 homepage https://portal.office.com/ or chpi,ot @R Outlook il word Excel @ Powerpoint
https://outlook.office.com/ to go directly to the Outlook page

M365 Copilot App

. Mé’ lfl‘ng dung Houtlook" @ OneDrive ﬁ Teams a SharePoint

Open the “Outlook” application Dinh kem file Glri email M& clra s6 16n /
s Y e o y Attach file Send email Pop out to a larger window

* (Cuwra sO Outlook xuat hién ta c6 thé kiém tra email dén hoac [B & v nauyenson ieng -

tr\lnh Soan théO mét emall méi. & C© @ httpsi//outlook.office.com/mail/

The Outlook window appears, and we can check incoming emails HtAQ —_—
& =

or Compose a hew emall. Home View Help Message Insert Format text Draw ptions De;:‘r’c:x‘:f[)":lpmi';:ﬁtega---
~ 2 n . 7 . . " ” 2 n B 0 @ @ 9 \l/
*  Dé soan thao mot email méi tai Tab “Home” cua thanh cong cu atach | Siature s e e Swit
_> Chon ”New" o Clipboard Basic Text Styles Insert Add-ins Collaborate Voice Tags
. = ~ Favorites Focused Otﬁl’ O = =l ByDate From: thieng.nguyen@aidi.world ~
To compose a new email in the “Home” tab of the toolbar -> select

&3 Inbox 2 v~ Last k
“New” v < wee To O X bec
ew
B> Sent ltems A Administrator
i!0 AIDI: Your Odoo Periodic Digest Fri 8:07 AM Cc
t‘ Q Search 7 Drafts v AIDI Connect Your Odoo Periodic Digest July 18, 202...
. a T Deleted Items Sent test an email Draft saved at 12:04 PM
| =) =  Home View Help

@0
GE

 Ignore - ~ thieng.nguyen@ai... Dear Mr./ Ms. ,
g U0 EH O «e«v~ R & s Sayhi

& Block ~

New Delete Archive Report Reply Reply Forward Meeting  Share to Sweep Move Rules & Inbox 2
~ ~ all ~ Teams ~ ~ 27 Drafts 7 Thank and regards,
L] New Delete Report Respond Teams Move Nguyen Son Thieng (Mr)
B> Sent Items IT Specialist
+84 898 129 279
W Deleted Items thieng.nguyen@aidi.world
hY \ N ? . \ n au, ”
¢ Hoan thanh trinh soan thao email va bam “Send”. £3 Junk Email 2
(@ Notes
H H H “ ”
Complete the email editor and click “Send”. = ot

£ Conversation Histo...
B3 RSS Feeds

7 £Q Search Folders

> TED Invoices & ; ]
Select an item to read , Sent test an email b4


https://portal.office.com/
https://outlook.office.com/
https://portal.office.com/
https://outlook.office.com/

MICROSOFT OUTLOOK

Thém chit ky vao Outlook / Add a signature in Outlook

e Vao 4 Settings (bi€u twgng banh rang géc phai, trén cing man Settings Email account Signatures X
hinh) = Account - Signatures Q Search settings ARaEd withme g A A U
Automatic replies . Nhap ten ChU‘ ky/
1§S Account Ai+Di Signature _

* Tao 2 chir ky (copy—paste tlr template)

Enter the name of signature

€83 General
2 \ . Categories Best regards,
* O phan Select default signatures, chon: = b Sicladoviies ANguen
Calendar Marketing Executive
~ ’ Storage
. e For new messages: chon chit ky 1 88 People 500 Paste template
@ Copilot E: a.nguyen@aidi.world
. e For replies/forwards: chon chit ky 2 T a

2 Ton Duc Thang St., Saigon Wd., Ho Chi Minh

M g M A B I U Z2v AviE = € 2 n E E =

9 Discard

* Nhéan Save.

NHAN LINK DE LAY TEMPALTE

Select default signatures a

For New Messages: I Ai+Di Signature ~ I

For Replies/Forwards: ~ (N© signature) e



https://aiplusdi-my.sharepoint.com/:w:/g/personal/it_aidi_world1/IQDxKhsP9Y6fTZNrpObWReTQAVeIZLtG7_sE4yw3bGD5Xos?e=ld70S6

MICROSOFT OUTLOOK

Thém chit ky vao Outlook / Add a signature in Outlook

__ . . Settings Email account Signatures X
* Vao . Settings (biéu twgng banh rang géc phai, trén cing man . ,
. . Q Search settings Shared with me Create and edit signatures
hinh) = Account - Signatures o :
Automatic replies —+ New signature
- . . «» Account " A A [} 7
 Tao 2 chi¥ ky (copy—paste tir template) Ai+DiReply P Nhap tén chir I.<y/
15 ] —— Enter the name of signature
» O phan Select default signatures, chon: & Mmail Vobile deui Best regards,
obile devices A Nguyen
~ 1 s Calendar SemEE Marketing Executive
. * for new messages: chon chit ky 1 A J
&5 P Paste template
) . , @ Gl CONFIDENTIALITY CAUTION: This y(ies) to which itis addressed and contains information that
° L4 FOf repIIeS/fOf'WGrdS.' Chon ChU’ ky 2 P may be non-public, cenfidential, privileged and exempt from disclosure under applicable law. If you and/or reader(s) of this message is/are not the intended
recipient(s), you are hereby notified that any dissemination, distribution or copying of this communication is strictly prohibited. If you have received this email
° N h fa\’n Save, in error, please notify the sender immediately by return e-mail and permanently delete this mail.

NHAN LINK DE LAY TEMPALTE S M A BT U 2+ A-

i
|
R
U0}
&
0]
(i
il
]

Ai+Di Signature '

Select default signatures

For New Messages:

For Replies/Forwards:I Ai+Di_Reply N I

Discard



https://aiplusdi-my.sharepoint.com/:w:/g/personal/it_aidi_world1/IQDxKhsP9Y6fTZNrpObWReTQAVeIZLtG7_sE4yw3bGD5Xos?e=ld70S6

MICROSOFT OUTLOOK

Thém Shared Mailbox/ Add Shared Mailbox

+ Shared Mailbox trong Outlook 1a hép thu dung chung cho nhiéu ngu®i trong té chivc. V&i Shared Mailbox, mét nhém ngudi cé thé cung truy cap, g va nhan email
tlr mot dia chi email chung (vi du: aiservices-ted@, aiservices-academy@, invoices-ted@...)

A Shared Mailbox in Outlook is a mailbox used by multiple people within an organization. With a Shared Mailbox, a group of users can access, send, and receive emails from a common
email address (e.g., aiservices-ted@, aiservices-academy@, invoices-ted@...).

+ P& thém Shared Mailbox d3 dwoc chia sé vui long 1am theo hwéng dan tai trang ti€p theo

To add a Shared Mailbox that has been shared with you, please follow the instructions on the next page.

@ https://outlook.office.com/mail/none/id/AAKALGAAAAAAHYQDEapmEc2byACGACY%2FEWg0AhmqofrzRAEeKHB%2BfPLhN%2BWAADYAIFWAA

n ) =

Home View Help

- D/ Gmmmm il D A oG B PefE e O O FE O B B

& Block v
Delete Repur[ Reply Reply Forward Meeting = Share to Move Rules Read / Categorize F\ag Pul\[y Print More Discover
all

. v Teams - v Unread apps  groups
- New Delete Report Respond Teams Move Quick steps Tags print  Add-ins Find N
& v thieng.nguyen@ai... Inbox O [ = =l syDate Your ChatGPT code is 503075
a8 > B3 Inbox v~ Yesterday - .
T noreply@tm.openai.com AR e

77 Drafts o OpenAl To: ® Al Services TED Fri 9/5/2025 2:21 PM
6’5 You added new seats to your ChatGP...  Fri3:59 PM g —— has b blocked b h pr——

B> Sent ltems New seats have been added to your workspace Yo. ome content in ti lis message has been blocke: ecause the senderisn't in Trustsender | Show blacked content

your Safe senders list.
& W Deleted ltems
0 noreply@tm.openai.com
38 £3 Junk Email Your ChatGPT code is 503075 Fri 221 PM
Enter this temporary verification code to continue: ...
(7 Notes
~  This week
& Archive
Builderio Team 1
. ) BT -
B3 Conversation Histo... Last chance to register! Making your Al ... Tue 9/2 C hatG PT Log in COde
£ RSS Feeds Learn how to enhance visual outputs with richer c...
L Hi there,
FQ Search Folders B Builderio

The secret behind Everlane, Zapier, & Ha...

: We noticed a suspicious log-in on your account. If that was you, enter
How top brands leverage Al & Visual D

this code:

503075

If you were not trying to log in to ChatGPT, please reset your password.

> TED Invoices &*

AT Anthropic Team

> Al+DI Learning ... & e with these pow... ~ Sun8/31

Al Services TED & For more information about why you received this email, please see the

s Inbox 13 } help center article on One-Time Passwords.
Anthropic Team
10 7/ Drafts Ly We're Updating our Consumer Terms a...  Fri 8/29 Best,
Hello, We're writing to inform you about importan... OpenAl

> Sent Items




MICROSOFT OUTLOOK

Thém Shared Mailbox/ Add Shared Mailbox

11

& C O httpsi//outlook.office.com/mail/inbox/id/AAQKAGEOZDFhZmY3LTexY2QtNGV)ZiliMmMALTFkMjU3Mzc5Y2Y 1NAAQADRf2es%2BPS 1MkrwBV1Q4RMc%3D

* Taigiao dién Home cia Outlook. Chon vao option bén canh tén EA Q Search

email ciia ban -> Chon “Add shared Folder or mailbox”.

| =] = Home View Help
On the Outlook Home interface, select the option next to your a8 % & ook~
email address - Choose “Add shared Folder or mailbox”. o »
¢ HOop thoai nhap email xuat hién -> Nhap dia chi email ma ban =

duoc share (vd: aiservices-ted@aidi.world) -> Nhan “Continue”

-> Nhan “Close” dé hoan thanh.

An email input dialog will appear = Enter the shared email address
(e.g., aiservices-ted@aidi.world) - Click “Continue” = Click

“Close” to complete.

© Create new folder

Delete Archive Report

Report

~ thieng.nguye... 0
> Inbox &

c Ignore @ E @ é\ «\ f% @

W ¢ Cel=

{7 Quick steps

Reply Reply Forward Meeting Share to Sweep Move Rules

all ~ Teams ~ ~
Respond Teams Move Quick steps
Focused Other O { = = syDate

77 Drafts

]
£3 Add shared folder or mailbox

B Sent Items

T Deleted ltems

» > E <

£3 Junk Email

(7 Notes

& Archive
) Conversation Histo...

P RSS Foads

Add a shared email account

!

Add a shared mailbox or mailbox folders from

the email account of the persan who has given

you permission to access their mailbox, folders,
or calendars with you.

aiservices—ted@aidi.world|

Al Services TED \
L aiservices-ted @aidi.world

£ Show more results

5@ Assign policy

&% Sharing and permissions

'Odoo Periodic Digest Fri 8/29
sct Your Odoo Periodic Digest Au...

System Service
My Company: Your Odoo Periodic Digest Thu 8/21
My Company Connect Your Odoo Periodic Digest Au...

Administrator

AIDI: Your Qdoo Periodic Digest

Mon 8/18

Administrator

® To: @ Nguyen Son Thieng

80 KELOE ©

Read / Categorize Flag Pin Snooze Policy Print
Unread ~ M ~ v

00 @ 9L
AL
More  Viva Discover Undo
apps Insights groups

Tags Print Add-ins Find Undo

AIDI: Your Odoo Periodic Digest

© « &« ~ © 5

Fri 7/18/2025 8:07 AM

AID
Your Odoo Periodic Digest
July 18, 2025

r
uly
Adr

AID
AID

AIDI Connect Your Odoo Periodic Digest August 18, 2...

Add a shared email account

P2

Add a shared mailbox or mailbox folders from
the email account of the person who has given

you permission to access their mailbox, folders,

or calendars with you.

Al Services TED X

sé
- 4 x
ed Shared email account added

82 aiservices-ted@aidi.world

|
To see what you can access in this email
account, go to Settings > Accounts > Shared
i with me. E



mailto:aiservices-ted@aidi.world
mailto:aiservices-ted@aidi.world
mailto:aiservices-ted@aidi.world

MICROSOFT OUTLOOK

2. Cai dat &rng dung Outlook (PWA) / Install Outlook App (PWA)

12

e D& cai dit irng Outlook (PWA) I&n may tinh chon vao biéu tugng @.ﬁr
@ trén thanh bar cla trinh duyét MS Edge hoac Chrome

To install Outlook (PWA) on your computer, click on the icon  *L_1* on

the bar of your MS Edge or Chrome browser.
* Sau d6 nhan “Install”
Then click “Install”

* M0 rng dung Outlook (PWA) trong kho &rng dung clia may tinh lén va st
dung. Hay chon “Save Password” néu duoc hoi.

Open the Outlook (PWA) in the computer's application Store and use it. Select
“Save Password” if prompted.

Outlook (PWA)

App

& C© O https//outlook.office.com/mail/

ﬂ A Outlook Q Search

Home View Help

g U W

=  Quick steps

)

Install Outlook (PWA) app
Publisher: outlookaoffice.com
Use this site often? Install the 26p which:

+ Opens in a focused wipdow
* Has quick access op#fons like pin to taskbar

2 o ®

Weekly Internal Mindset Ba...
& Tomorrow 4:00 PM online

o

New Empty Rules Mark all as )
. Other . read + Syncs across myltiple devices Copilot
o New Delete Report Respond Teams Move Quick steps undo v e
%: ™ Favorites Focused Other O = = ByDate Rlotiow
v &3 Inbox 2 v Lastweek
B> Sent Items A Administrator
A = AIDI: Your Odoo Periodic Digest Fri 8:07 AM
Drafts 6 AIDI Connect Your Odoo Periodic Digest July 18, 202...
@ Outiook (PWA) - Mail - Nguyen Son Thieng - Outiook _ ® &l o X
A Q_ Search . X 3 NT
il App installed -
= Home  View Help Publisher: outlookoffice.com ’?;L"M"";:;i':ﬂm
— Outlock (PWA) has been installed as JE—
ﬁ - an app on your device and will safely a
o 4 |0 SV Quiksteps =) run i its own window, Launch it from
New Empty Rules Mark all as the Start menu, Windows taskbar or Copilot
v Other v read your Desktop. .
"i New Delete Report Respond Teams Move Quick steps Tags ~
% . 8 = =
Favorites Focused Other o] L By Date Allow this app 0
v & Inbox 2 ©  Last week Pin o taskbar
B> Sent ltems R Administrator Pin o Start
& > AIDI: Your Odoo Periodic Digest Fi 807 AM Create Desktop shortcut
Drafts 6 AIDI Connect Your Odoo Periodic Digest July 18, 202...
Auto-start on device lagin
e W Deleted It
eleted Items
58 . q Al Don't all
~ tiangogummest. [
&4 Inbox 2 -~
7 Drafts 6
B> Sent ltems ‘ >
@ Deleted Items
€3 Junk Email 2 4 Apps X
(@ Notes
S Archive Would you like to pin Outlook (PWA) to

B3 Conversation Histo...
B3 RSS Feeds

BQ Search Folders

v

TED Invoices &

ﬁ Go to Groups

88°F
% Rain showers

== Q Search

your taskbar?
This request is coming from Outlook
(PWA).

Yes No, thanks

LB ewE0C e ¥[F]

12:24 PM

A~ &S & NG Y@ 772072025



MICROSOFT OUTLOOK

3. Cai dat Ms Outlook trén Mobile / Install MS Outlook App on Mobile

22:44

<« Authenticator

* Taiva cai App “Micorosoft Outlook” trén dién thoai.

Download and install the “Micorosoft Outlook” App on your phone.

* MO0& rng dung -> Chon “Use another account”. Hodc “Add an account”
“'i- -
Open the application - Select “Use another account” or “Add an account”.

Microsoft Outlook

One calendar
for everything

Stay organized with your work and
personal calendars in one place.

Open

all ¥ @)

Add Account

Scan the QR code to install OQutlook ( T ——

1

13




MICROSOFT OUTLOOK

3. Cai dat MS Outlook trén Mobile / Install MS Outlook App on Mobile

e Nhap mat khiu va xdc thuc e Cho phép &ng dung truy cap thong

) ) : _ R e Ban cd thé glri va nhan email, quan ly
MEA bao, micro va camera khi duwgc hoi.

e Nhap email congty = Nhan

“next” SN lich ngay sau khi dang nhap.
Enter your company email = Click Enter your password and Allow the app to access notifications, You can send and receive emails,
“Next” complete MFA authentication microphone, and camera when manage your calendar after signing in.
prompted.
IR ol T @ <o 2245 22:46 s e
< Add Account

Enter your work or personal email

thieng.nguyen@aidi.world

Add Account

r

‘ Create New Account ‘
J

89 Sign in using the QR code on your computer

Privacy & Cookies

@gmail.com @hotmail.com @outlook.com

Cancel

== Mirraents

Are you trying to sign in?
CONG TY C& PHAN Al DI
Ap thieng.nguyen@aidi.world

thien¢

Enter the number shown to sign in.

C
o ;

79

Yes
No, it's not me

Didn* | can't see the number 1to
refres.. . __
L]

| can't use my Microsoft Authenticator app right now

? Passwords

A i -,
.| . &
o £ v

0 @

Outlook

Allow Notifications

@ Time Sensitive Notifications

Lock Screen Notification Center

Banner Style

Sounds

Badges

Show Previews

Notification Grouping

Banners

7 Inbox Q Q
Other = Filter

@ Vu Nguyen Quang Huy 16:16

Employee Signature 5
Hi Mr. Thieng and Mr. Hung, Thank you for
your help. (E) Best Wishes, Vu Nguyen Qua...

System Service 15:06
Request the approval for: [PGD] Nguyen Tr...
As discussed before, | need your support to
purchase 3 Professional licenses of Figma...

@ Notion Marketplace 15:02
You've downloaded Marketing Goals and O...
Thanks for downloading a free Notion

template! You just downloaded Marketing G...

Internal Mindset Balancing 15:00
Weekly Internal Mindset Balancing -... 8
Hi all, In this weekly IMB meditation we will...

@ Today, 16:00 (30m) RSVP
k’ Nguyen Tran Doan Khoa 14:50
Request to purchase Sigma license 3

Hi @Nguyen Son Thieng, Kindly find the
below Odoo link for your action: https://erp....

@ System Servicg
"[PGD] Nguyen

Internal communication: oear nguye
=
Mail Calendar Apps



MICROSOFT OUTLOOK

MS Outlook Mobile — Giao dién & Tinh nang co ban / MS Outlook Mobile — Interface & Basic Features

1. Inbox (Hop thw dén) 22:46 22:46 il 7
Noi lwu tat ca email ban nhan duoc
This is where all incoming emails are stored. Inbox Microsoft 365 0
~ 2. thieng.nguyen@aidi.world
2. Sent, (Thu’ da gu’l) , Focused MeIGLTg o
Chtra cac email ban da gui di. Folders Vi
This folder contains the emails you have sent. Vu Nguyen Quang Huy 16116 ﬁe .
3. Deleted (P3 x6a) Employee Signature : | e ke Q P
. area o Hi M. Thieng and Mr. Hung, Thank youfor e O
Chira email da bi xda, c6 thé khdi phuc hoac xéa vinh vién. vour help. W BeskWishes, Vi NouyenGis... . & Archive
Holds deleted emails, which can be restored or permanently removed. (+]
, i :06
4. Junk (Thw rac / Spam) SystemEEniee N =5 Drafts 1
LA , . . R » , . N o n Request the approval for: [PGD] Nguyen Tr...
Noi hé thong loc cdc email nghi ngd la quang cdo, lira dao hodc khdng A& discussad balors; 1 fiead Yot SUPBOFELS o .
mong mu6n, purchase 3 Professional licenses of Figma... > Sent @
The foldgr vy/here suspicious, spam, or unwanted emails are filtered Nation Matketplace 00 — -
automatically. You've downloaded Marketing Goals and O... i g

Thanks for downloading a free Notion
template! You just downloaded Marketing G...

0 Internal Mindset Balancing 15:00 Pg Junk a
Weekly Internal Mindset Balancing -... 8 :

Hi all, In this weekly IMB meditation we will... E] RSS Feeds

@ Today, 16:00 (30m) RSVP

o> Groups
Nguyen Tran Doan Khoa 14:50
Request to purchase Sigma license 3

Hi @Nguyen Son Thieng, Kindly find the
below Odoo link for your action: https://erp....

System Servicg
"[PGD] Nguyen
Internal communica

=] 3

15 Mail Calendar Apps




MICROSOFT OUTLOOK

MS Outlook Mobile — Giao dién & Tinh nang co ban / MS Outlook Mobile — Interface & Basic Features

You've downloaded Marketing Goals and O...

Thanks for downloading a free Notion
template! You just downloaded Marketing G...

Internal Mindset Balancing

Weekly Internal Mindset Balancing -... \

: ; e ; '.ﬂy . A — T,
Hi all, In this weekly IMB meditation we wil... " > ‘ a ,.-"' | ) | £ [} _.i:“

° 0 @ Aﬂ @ % o
@ Today, 16:00 (30m)

‘3 Nguyen Tran Doan Khoa

Request to purchase Sigma license

22:46
1) To (Ngwei nhan)
Noi nhap dia chi email ca ngudi hodc nhdm ban muén gl thu.
T Inbox X New Message o P ¢l . & , i ' g
thieng.nguyen@aidi.world Where you enter the recipient’s email address.
Focused JMeGE [ 0 2) Subject (Tiéu dé)
To: [FF b Tom tat noi dung chinh ctia email.
@ \E’“ "Ilg”yesr,‘ Q“ta"g Huy 16'1: Sl g A short line summarizing the main topic of the email.
mployee Signature ubject: s
Hi Mr. Thieng and Mr. Hung, Thank you for e 3) Mesiage I?ody A(No: duArTg thu) e s .
your help. § Best Wishes, Vu Nguyen Qua... St Phan chinh dé viét noi dung chi tiét cia email.
) g The main area where you write the detailed content of your email.
@ System Service 15:06
Request the approval for: [PGD] Nguyen Tr...
As discussed before, | need your support to
purchase 3 Professional licenses of Figma... B . . , . . )
. Dinh kem tép / Dinh kéem hinh anh /
Sislriiiapiarsiaes iop [ T————————————————... _ .
@ 2 Attach File Attach Image GUi / Sent

—
=

=L

>

Y U U N, NS NS NS S S

@ System Servick
"[PGD] Nguyen &
Internal communitation:

&
16 Mail Calendar Apps @ @




MICROSOST TEAMS

4. Truy cap MS Teams Online/ Connect the MS Teams Online

* Truy cép trang chd M365 https://portal.office.com/ hodc Apps
https://teams.microsoft.com/ dé vao tryc ti€p trang MS Teams

Visit the M365 homepage https://portal.office.com/ or QCOP”M @ Outiook Word Bxcel @  Powerpoint

https://teams.microsoft.com/ to go directly to the MS Teams page
M365 Copilot App
P @ OneDrive ﬁ Teams SharePoint
M¢& ing dung “Teams” >
All apps —
aw n H H 7 . . A \ . - . A
Open the “Teams” application Nhém déi twong / Pbject group O tim kiém Hién thj ndi dung
(Channel/Chat/Meeting chats) Search box Show content
—w Chat| Channel Demo | Microsoft X
& (O O https/fteams.microsoft.com/v2/ # B {} 0| o= 3 Q
[T v ‘ Q Search (Ctrl+Alt+E) ‘ v G5 (7
Ac%tv Chat - Qg Channel Demo Posts Files Notes vy Q
9 Unread ' Channels '« Chats ' Meeting chats
Cchat _ | NTa Nguyen Son Thieng 2:42 PM
= Internal ERP - Weekly PM
C"ar ™. Tran Phuc Khang ' Post demo
Thanh U’ng dung ; % %, Nguyen Cong Danh Hi everyonel!
Apps tool o @ Nowyen i Son G
O'ﬁvﬁ [Al+DII[RDD][Group 2] Discussion Meeting ...
= M, Reply
Internal ERP meeting
Copilot vty Vu Thuy Nhu Linh
o) f:‘; Eelco, Hoang Duc Cong, +4
(e See more
Teams and channels
PR Project - Internal ERP by Odoo
B v
PI-TED_Demo
Channel Demo
PJ-TED_Demo
. Project - Al+DI Companion Agent
. Corporate Values & Identity
B8
TED - General
17 TED Catchup ®
See all channels



https://portal.office.com/
https://teams.microsoft.com/
https://portal.office.com/
https://teams.microsoft.com/

MICROSOFT TEAMS

5. Cai dat rng dung MS Teams trén Desktop / Install MS Teams App on Desktop

ORI oo

€« C O hipsifteams.microsoft.com/v/

* Trén MS Teams online, nhan vao biéu tu‘o’ngE ", & goc trén bén

phéi_ ] Q Search (Ctrl+AltsE) - @
wcowy | Chat - QG- B ° - 2 5w & Settings
On MS Teams online, click on the icon w, the upper right corner. ‘ ® ) ® Help >
Unread hannels (L Meeting chats Agents
o & Feedback 3
2. S s Iy 2 v 7 s 2+ A N = opilo B Getagen
* Taivé &ng dung MS Teams va cai dit cho méy tinh. (Macbook tdivetr & @ B o
Apple Store) L © o
N Hi, how can | help? &3
Download the MS Teams app and install it on your computer. (Macbook oo € AlMembers wee  Newclendsr @D

download from Apple Store)
* Dang nhap tai khoan va s dung.

Login to your account and use.

Q  Search (Ctrl+E)

A(%y Chat el (@ A Members 2 v Qe

113432 vw
=] Unread | Channels v

Dear all (Everyone),
The meeting room at the Al+Dl office needs to be booked in

@ Copilot advance to avoid internal conflicts. Therefore, | am sending
Calendar < Discover everyone the instructions for booking the meeting room.
Please follow them to get a seat in the meeting room.
@ Mentions For the CEO meeting room, please contact Mr. Hai
g P
Calls (Nguyen Hong Hai) before booking
Chats Regards
(@)
OneDrive €5 All Members

i’ SWAT Team for Communicatio...

Microsoft Teams

A Copilot ﬂ Hoang Khai (Jason)
o ) @ Tran Huynh Duy Thuc
Admin

@ Hoang Khai, +3

W2 ALDI- Operations

PH, Pham Duc Hau (Guest) @ M365 - Tai liéu HD book pho... & -
Apps Q Tran Cam Van
§: TeD
P Al+DI - Odoo on Azure Type a message ¥ © e + P

™, Tong Thanh Nguyen

T A B Qs L2=6 g:i O & @ 3 "o e maD SN

18



https://statics.teams.cdn.office.net/evergreen-assets/DesktopClient/MSTeamsSetup.exe
https://statics.teams.cdn.office.net/evergreen-assets/DesktopClient/MSTeamsSetup.exe

MICROSOFT TEAMS

5. Cai dat Ms Teams trén Mobile / Install MS Teams App on Mobile

20:38@

< App Store wTe
Edit
Microsoft Teams
* Taiva cai App “Micorosoft Teams” trén dién thoai. '*f a
Download and install the “Micorosoft Teams” App on your phone.
* MO0& rng dung -> Chon “Use another account”. Hoac “Add an account”
Open the application - Select “Use another account” or “Add an account”. Select an account to sign in with

Thieng Nguyen

ngsonthieng@outlook.com

crosoft Teams o

b
&s_ﬂ/’& it@aidi.world

L ]
Mi
Call. Chat. Collaborate

80 Use another account

Scan the QR code to install MS Teams r—

Privacy & Cookies

19




MICROSOFT TEAMS

5. Cai dat Ms Teams trén Mobile / Install MS Teams App on Mobile

e Nhéap email congty = Nhan
“next”

Enter your company email = Click

“Next”

20:38 =
< App Store T e

< ®
Microsoft Teams

& a

Get started with your work, school, or
personal Microsoft account

thiengnguyen@aidi.world

Yes
‘ No, it's not me

e Nhap mat khiu va xac thuc
MFA

Enter your password and

complete MFA authentication

20:40

< Teams

Cancel

== Mirracnét

Are you trying to sign in?

thien¢ 2 B ~
CONG TY CO PHAN Al DI
Ap thieng.nguyen@aidi.world
Enter the number shown to sign in.
0 .
t 35 ad.

Didn" | can't see the number 1to
refres. . _

I can't use my Microsoft Authenticator app right now

? Passwords

! = =2
o i s
o i s

0 @

Cho phép rng dung truy cap thong
bao, micro va camera khi dwoc hoi.
Allow the app to access notifications,
microphone, and camera when
prompted.

Allow Notifications

Notification Center

Banner Style

Sounds

Badges

Show Previews

Notification Grouping

e Ding nhap thanh céng! Ban cé thé
tham gia cudc hop, chat hoac xem
nhom
Login successfully! You can join
meetings, chat, or view teams right
after signing in.

20:41 il T @
Nt Activity Q
Unread @Mentions Replies Reactions

- @

You're all caught up!

View all

a O] =

Activity Chat Calendar Whiteboard More



MICROSOFT TEAMS

Microsoft Teams Mobile — Giao dién & Tinh nang co ban / Microsoft Teams Mobile — Interface & Basic Features

Microsoft Teams Mobile — Tinh nang co ban / Basic Features Thanh loc cudc trd chuyén

1
1. Hoat dong / Activity il 22 / / Conversation filters bar
Xem théng béo, cdp nhat, va cac hoat dong lién quan dén ban. = 53 @ o) 0
View notifications, updates, and activities related to you. Recent Unread  Mentions  Threads Saved
2. Tro chuyén / Chat | _
Nhan tin 1-1 hodc nhém, gti file, hinh anh, emoiji. Favsee : Hoat déng / lidh weE
1-on-1 or group messaging, share files, images, emaojis. |y leNgoc :mng (You) 08/09 Activity C.al endar C ali )
3. Lich / Calendar =
Quan ly lich hop, xem va tham gia cudc hop tryc tuyén. + Chats . l l l

Manage meetings, view and join online meetings.

4. Whiteboard . E'_ : L 0851 [:? @ ﬁ Q&

felcome

A\ 4

Bang trang cong tac, cing nhau brainstorm va ghi chu. . . ANy TR CEEGE WhEoL. GE Mare
Collaborative whiteboard for brainstorming and notes. it v 07:07 T

5. Cudcgoi / Calls - -

Goi thoai, goi video v&i ca nhan hodc nhém. .ﬁﬁ} - Saturday Tro chuyén Bang trang/
Make voice or video calls with individuals or groups. Nl "R m N2 / Chat Whiteboad

6. Khac/ More

A A . e o4y 2 , , NT u I Il = = I Friday
Truy cap thém ng dung, cai dat, quan ly nhém. O = vmmm T
Access more apps, settings, and team management. _
NL E = ™ - Friday
O m

Soan tin nhan m&i /
| | I
‘ - = zh New chat button

21 ® &P B =M &

Activity Chat Calendar Whiteboa. Calls More




MICROSOFT TEAMS

Microsoft Teams Mobile — Giao dién & Tinh nang co ban / Microsoft Teams Mobile — Interface & Basic Features

@

LH  September Q
Lich / Calendar (Basic Features)

. < en Agenda Day
» Xem lich lam viéc

* Hién thj toan bd cudc hop, sw kién theo " A PA
N " 7 8 9 10 n 13 e o 5 . >
neay/iuan Kiém tra va bat cac tinh nang can thiét /

View all meetings and events by day/week. Check and Enable Essential Features
» Tham gia cudc hop / Join a meeting

, . Tham gia / Join
* Chon su kién va nhan Tham gia / Join dé vao gia /

Tham gia truc tiép vao cudc hop dé

phong hop truwc tuyén duoc Ién lich.
Select an event and tap Join to enter the online No events
meeting. 15 Sept Today
* Kiém tra va bat cac tinh nang can thiét vui long e 3
chon Tham gia ngay dé vao cudc hop. e e =
. n J .
Check and EnableEssential Features, tap Meet now / 0 min l Microsoft Teams Meeting —
Join now to enter the meeting. \ Signed in as hung le@aidi.world
16 Sept Tomorow N - '
No events
17 Sept  Wednesday

L ®Pl|la| = &

Activity Chat Calendar | Whiteboa Calls More
Lich (Calendar) Tham gia ngay /
22 . Quan ly lich, tao va thamgia cudc hop ngay trénTeams./ Join Now

Manage calendars, create, and join meetings directly in Teams



MICROSOFT TEAMS

Microsoft Teams Mobile — Giao dién & Tinh ndng co ban / Microsoft Teams Mobile — Interface & Basic Features

_ X New event VA
LH  September Q ©
Agenda  Day " Add title a
S M T W T F s
7 8 9 0 1N 13 =) Add participants a .. en pe o , . in ..
e ‘ : Tai giao dién Lich (Calendar), nhan nut “+” dé tao su kién mai.
o ) LeNoocHung Dién thong tin co ban cho cudc hop:
ree
13 Sept Saturday . . o n N
' 1) Meeting title. / Tiéu dé cudc hop.
No events = Share to a channel
14 Sept sunday 2) Add participants / Thém nguoi tham gia.
. i© All day »
o events : : . N by o
3) Date and time / Ngay va gio'.
15 Sept Today Mon, 15 Sept 2025 81 0:00}
B VHiok 4) Location or Teams Meetinglink. / Teams Meeting link.
10:30
1030 lTrainning Mon. 9 Sept 2029 5) Description of the meetin/ M6 ta chi tiét ndi dung
30 min Microsoft Teams Meeting o *
Free: Sept15 10:00, 10:30, 11:00, 11:30
16 Sept Tomorrow
Mo events {:) Rep eat Ne%’er
: ; — Tap V' to save and send the invitation / Nhan v dé lwu va giri |&i moi.
17 Sept  Wednesday i Teams Meeting a ) }
No events - g
18 SEPt Thursday ° ‘ @ Location
No events / o Show - BUSY
a = e
Activity E% Calendar] Whiteboa. C%ﬁs More == DeSCflpthﬂ

23
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Microsoft Teams — Tao nhédm chat/ Microsoft Teams — Create group chat

Q Chat

Activity

@ Download the new Teams desktop app ﬁ'iproved speed am&nce performance

v

Q To: | Enter name, chat, channel, email or tag

To:

NT  Nguyen Son Thieng

’ Unread | Cha CL
et @ New channel
& Copilot ~ n s ¢ 7 \
= - ) New storyine post Nhép tén cac user ban muon tao nhém cung/
EETIET % Discover g d d
@ Mentions S Join team Enter the names of the users you want to create the group
nmmimm @) Followed threads <& New team Wit h .
j+Di r.He\p.. ~ Favorites New section
% o, 1T Demo (You)
e ~ Chats
. QD (2 New message
@ & Nguyen Trinh Khanh Huy HU.
Copilat T, Nguyen Son Thieng
wi Vi Quoc Hoang
wo  Nguyen Phuong Dien
m  Truong Hon My You're starting a new conver:
Apps Type your first message beloy

wc  Marketing Communication

System Service
Pham Duc Hau

Vu Ba Khiem

Tran Huynk Duy Thuc

ss
©
]
, Le Vinh Truong
@
@

Vo Thi My Huong

24

ID

VH

ND

IT Demo (You)
(IT.DEMO) QASQC Tester

Nguyen Trinh Khanh Huy
(HUY.NGUYENZ) IT Helpdesk

Vu Quoc Hoang
(HOAMNG.VU) SAR, Mathematic Modeler, Core Dev & Tech Lead

MNguyen Phuong Dien
(DIEM.NGUYEN) | Ching Specialist & RDD Operation Manager

Trivan~ Han Al

azurevpnconfig_prd 2.xml

personal > thieng_nguyen_aidi_wo...

NG M3 APPS

.
- HUERG DAN BANG NHAP

W 507 DUNG M35 APFS

- GUIDE TOLGKG I AND

P

©

- HUTETNG DAN S DUNG
HELPDESK TICKET APP

- GUIDE TO USE THE
HELPDESK TICKET APP
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4.Microsoft Teams thdng bdo cau hinh/Notifications configuring

Notifications and activity Cau hi nAh theo sé dat dqu:
Khi KHONG hop:
Van nhan: popup tin nhdn, popup @mention, tiéng cudc

General
goi.
Khong bo 16 cudc goi hodc tin quan trong./ —

B Mute llnotifications (except for calls and meetings) The following configuration will achieve: ‘Dﬁ@
When NOT in a meeting:
Still receive: message popups, @mention popups, call
sounds.

) Sound Never miss important calls or messages. A

‘ D Play sounds with notifications
Play sounds with urgent and pricrity contact notifications Default v [

Play sounds with incoming calls, requests to join, and meeting startr Khi PANG hOp:

[ § Play sounds when I'm busy or in a meeting Kh?ng tleng'
........ Khong popup,
Khong reaction,
S Display Khong banner, ~
' Cudc goi chi hién trong Activity, khong lam phién./
‘ [] i Show message and content previews in notifications Whlle IN a meeting:
[ : show natifications during calls and meetings NO Sound,
No popup,
Flash taskbar when notifications are received N .
This setting will only take effect if the taskbar flashing setting in your o reactio n,
Open OS taskbar settings. No banner'
Dismiss notifications after this amount of time Calls Only appear in ACthlty, do not disturb. efault) v

Position on the screen

25
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Microsoft Teams Notifications configuring

Meetings

Meetings

Meeting start notifications

Show meeting join bar

Meeting chat notifications for meetings I've accepted I

Meeting chat netifications for meetings marked as tentative or no respeonse ‘

Meet now start notifications

Presence

26

[=]:]

Presence
Keep track of someone’s status and get notified when they appear available or offline.

m) | @

Mute until | join or send a

message

Mute until | join or send a

message

Manage notifications



MICROSOFT TEAMS

Microsoft Teams Notifications configuring

Chats and channels

() Chat message notifications Show in banner o

@  @Mentions ‘ ;Dn I} /\

Show in Activity and banner w

Channel and team @mentions

Tag @mentions Show in Activity and banner w

Everyone in chat @mentions Show in Activity and banner s

Personal @mentions Show in Activity and banner s

2y Replies to followed threads and posts Show in Activity and banner e

{ﬁ Likes and reactions

i3  Posts in all shown channels # Off iy

Meetings

27



ONEDRIVE

1. Truy cap Onedrive Online / Access the OneDrive Online

* Truy cép trang chi M365 https://portal.office.com/

Connect the M365 home page

e Chon “OneDrive” dé truy cap &ng dung:

Select “OneDrive” to access the applycation O % Apps|M365 Copilot x + = o
& (O (@ hitpsy//m365.cloud.microsoft/apps/?from=PortalHome&auth=28&origindomain=microsoft3658client-request-id=dc43791c-fc80-4e93-81ad-3cdeacSabdes A Ty : g 1
|  M365 Copilot 0] { Install apps -
Q. search
Apps
(O Chat
Agents
Al Meeting Notes Teams... g Copilot E Outlook Word Excel o PowerPoint

4 Viva Goals

M365 Copilot App
All agents u OneNote @ OneDrive ﬂ Teams 'i Clipchamp

Create agent

Conversations Q SharePoint
Pages
All apps =
2y Create
A . .
& Apps Use across Teams, Outlook, and Microsoft 365 Copilot
@ Admin
[:;Y: Al Meeting Notes... Bookings g Copilot
‘% Org Explorer ‘ Viva Goals e Welcome Guide for...
28 . Whiteboard.chat for Edu B YouTube

TN Thieng Nguyen Son Q Need help?


https://portal.office.com/

ONEDRIVE

2. Téng quan giao dién, tinh ndng / Overview of the interface and features

OneDrive (ca nhan):

.. ) L ) Tao hodc tai l1én Tim kiém Tat ca céc file
* Dung lwgng: Moi user ¢6 1 TB di kem tai khoan Create or upload the file Search Al file

Email (M365) dung dé luu file cd nhan
x +

| ﬂj |ﬂ Apps | M365 Copilot X @ Myfiles - OneDrive

Storage capacity: Each user gets 1 TB with their

company email (M365)f0r pef'SOﬂG/file StOf’Gge. | &< G & htpsy/aiplusdi-my.sharepoint.com/my?sortField=LinkFilename&isAscending=true&source=waffle

« Shared: Tinh ning chia sé folder va file cé kiém

Cai dat
Setting

n ﬁ OneDrive
, A
soat.
Shared: Controlled sharing of folders and files. - ll il R = v ElBazs
¢ Sync file: Dong bO ve may tinh nhw mQt 6 dia luvu Nguyen Son Thieng (9 Name T ~ Modified © ~ Modified By ~ File size ~
trir
(A Home
. Lo A June 05 Nguyen Son Thien¢ 5 items
File sync: Sync to your computer and use it like a local | @ Myfiles
drive. 98 Shared Attachments May 14 Nguyen Son Thien¢ 3 items
(=] —
* Version: Lwu tri¥ cac phlén ban cua file vy Favorites ___ Doucument May 16 Nguyen Son Thien¢ 22 items
PO . . ) T Recycle bin
Versioning: Keep and restore previous versions of files. o July 13 Nguyen Son Thienc 6 items
. \ . ~ 1 ~ 2 Browse files by
. ;R,gcyc\le bin: Thung rac luwu trir cac file da xda trong R T Meetings June 24 Nouyen Son Thienc 26 items
ngay < People
. ) . Meetings Microsoft Copilot Chat Files June 04 Nguyen Son Thien¢ 0 items
Recycle Bin: Stores deleted files for recovery in 30 day ° o
E ___ Microsoft Teams Chat Files May 15 Nguyen Son Thien¢ 132 items
Quick access
__ Notebooks July 15 Nguyen Son Thien¢ 4 items
Dept - Tech Engineering
‘ CGD ___ Record About a minute...  Nguyen Son Thienc 10 items
B 17 services 184 SubProject-NBC - DATA 080925 September 11 Nguyen Son Thien¢ 2 items
B8 ok
29 May 15 Nguyen Son Thien¢ 5 items

j%] Tech Engineering - Documents
ﬂ CEQ, VP and Chiefs-Execu... :




ONEDRIVE

3. Lam viéc vai Folder va File / Working with Folder and File

My files

Chtra céc file record meeting

Contains meeting recordings O  Name ~ Modifie.. ¢ >  ModifiedBy ¥ Filesize ~
sl
“New folder Yesterday at 07:...  Nguyen Son Thienc 1 item
Chtra céc file ghi chu
Contains note files Record Yesterday at 06:...  Nguyen Son Thien¢ 10 items
\ _%I SubProject-NBC - DATA 080925 September 11 Nguyen Son Thienc 2 items
Chtra cac file Notes meeting . .
Contains meeting notes files(Loop) Notebooks July 15 Nguyen Son Thienc 4 items
IT July 13 Nguyen Son Thieng 6 items
Meetings June 24 Nguyen Son Thienc 26 items
Chtra cac file v& bang trang , ,
Contains whiteboard drawing files - AD June 05 Nguyen Son Thienc 5 items
Microsoft Copilot Chat Files June 04 Nguyen Son Thienc 0 items
Chtra cdc file lam viéc thudng xuyén
Contains frequently used work files \ Whiteboards June 03 Nguyen Son Thienc 10 items
Chira cac file gfj‘i qua chat Teams Doucument May 16 Nguyen Son Thieng 22 items
Contains files sent via Teams chat
_él’%] Tech Engineering - Documents May 15 Nguyen Son Thienc 5 items
Cchu‘? c.ac;l.;e dl::] k;n:qu_'la ema.lll Microsoft Teams Chat Files May 15 Nguyen Son Thieng 133 items
ontains fiies attacned via emai

Attachments May 14 Nguyen Son Thienc 3 items



ONEDRIVE

3. Lam viéc va&i Folder va File / Working with Folder and File

(im] ",'b Apps | M365 Copilot X @ New folder - OneDrive x + — (m]

X
. . A . ~ NN ”
* Tu glao dlen Onedrive nhan vao “Create or upload & (G @ httpsy//aiplusdi-my.sharepoint.com/my?id=%2Fpersonal%2Fthieng_nguyen_aidi_world%2FDocuments%2FNew%20folder&sortField=Modified&isAs.. B @ A ¢y & ... g

From the OneDrive interface, click “Create or upload.” n }; O search

° create Folder/ File: Chon ”Folder” hOéC flle dé tao mé‘l -> Dét [ Share €3 Copylink | Download {3 Automate v JF Sotv = v~ [E Details .
tén cho folder / file !
Folder

Create Folder / File: Choose “Folder” or a file type to create a My fles > New folder

&3 Files upload
new item = enter a name for the folder/file.

| Fg Folder upload 9 Name ~ Modifie... + ~ Modified By > File size ~ Sharing ~
* Upload F0|der/ File: Chon "F0|der up|Oad" -> Chon f0|del’ C‘én @ Word document — JIUpload Folder 16 minutes ago Nguyen Son Thienc 0 items Private
tai lén -> Nhan chon “upload”. & Bxcel workbook A

@] PowerPoint presentation

Upload Folder / File: Choose “Folder upload” (or “File upload”)
- select the folder/file you want to upload - click “Upload.”

m | OneNote notebook

 Tip: Co thé kéo tha folder / file tir may tinh 1én OneDrive x
New folder

|
|
|
You can also drag and drop folders/files from your computer into i Kéo va tha |én tir mdy tinh

OneDrive. = i drag g dI’Op searchNe Q
|
|
|
|

® New - N Sort v (B Details

~

|
Néme Date modified
I

v Bl ThisPC | Upload folder 13/10/2025 10:02 PM

> e Local Disk (C:)

== Data (D))

> & Google Drive (G)

> ‘h Network

31 == Q Search O);f/ [ ﬂ -= 9 -¢ @



ONEDRIVE

4. Lam viéc vdi “Share” Folder va File / Working with “Share” Folder and File

* Taifolder hoic file muén share nhan vao biéu twong 2|
(hodc dau ... réi chon Share)
In the folder or file you want to share, click the Share icon e| &

(or click the ... menu and choose Share)
* Nhap dia chi email ngudi nhén
Enter the recipient’s email address

e Tuy chon quyén chia sé: “Can edit”, “Can view”, “Can’t
download” sau dé bam “Send” dé chia sé

Choose the permission: Can edit, Can view, Can’t download
(Block download), then click Send to share

32

O | % Apps| M35 Copilot

=+ Create or upload

Nguyen Son Thieng
G:D Home

] My files

&% Shared

¢ Favorites

T Recycle bin
Browse files by

& People
Meetings

B Media

Quick access

a Dept - Tech Engineering
B co

. IT Services

B okr

ﬂ CEQ, VP and Chiefs-Execu...
B Tech Engineering - & [TE...

B o

B oneration

X s New folder - OneDrive

& Share

®  +

& Copy link

My files > New folder

O

b

Name >~

N
| Upload Folder

4 Download $% Automate v

Modifie... 1 ~

- 7 16 minutes ago

& G O httpsy/aiplusdi-my.sharepoint.com/my?id=%2Fpersonal%2Fthieng_nguyen_aidi world%2FDocuments%2FNew%20folder8isortField=Modified&isAs... B &

0 EEE

Modified By ~ File size

Nguyen Son Thien¢ 0 items

Share "Upload Folder” - @ X

& 6 Hoang Khai (Jason) X

@ Pham Duc Tien X

Add more

oy Can edit

Add a message Make any changes

=~ Canview
Can't make changes

Can't download
Can view, but not download

8 G2 Copy link | 3

Sharing ~

Private




ONEDRIVE

4.4 Cac tuy chon khac / Other options

33

Share: Chia sé cho nguwoi khac / Share with others
Copy link: Sao chép lién két / Copy link

Request files: Yéu cau nguoi khac tai file vao thu muc
| Request files to this folder

Manage access: Quan ly quyén truy cap / Manage
access/permissions

Delete: X6a thw muc / Delete item

Favorite: Danh diu yéu thich / Add to favorites
Download: Tai v& may / Download to device
Rename: D6i tén / Rename

Move to: Di chuyén t&i thw muc khac / Move to another :

folder

Copy to: Sao chép sang thw muc khac / Copy to
another folder

Folder color: B&i mau thu muc / Change folder color

Make available offline: Lwu dung ngoai tuyén / Make
available offline

Automate: Ty déng hoa (Power Automate/flow) /
Automate (Power Automate/flows)

Details: Xem chi tiét & hoat dong / View details &
activity

(im] |',b Apps | M385 Copilot

< O

+ Create or upload

Nguyen Son Thieng
@ Home

@ My files

22 Shared

¥y Favorites

T Recycle bin

Browse files by
& People

Meetings

B Media

Quick access

a Dept - Tech Engineering
B o

. IT Services

B ok

ﬂ CEO, VP and Chiefs-Execu...

B Tech Engineering - @& [TE...

B o

[ POV,

X @ New folder - OneDrive

x  + - =

X
& https:/aiplusdi-my.sharepoint.com/my?id=%2Fpersonal%2Fthieng_nguyen_aidi_world%2FDocuments%2FNew%20folder&sortField=Modified&isAs.. B @ A % : g

)

) Details

X 1 selected = v

@ Share G2 Copylink Eg@ Request files T Delete Yy Favorite . Download F Sort v

My files > New folder

File size ~

© D

° — _\‘Upluad Folder B

Name ~ Maodifie... 4 ~ Modified By ~ Sharing

® Share tyen Son Thienc 0 items Private

&2 Copy link
@ Request files

& Manage access

1] Delete

<% Favorite

4 Download

=D Rename

fo Move to

@ Copy to

Folder color >

Make available offline
4}'2 Automate >

Details




ONEDRIVE

5. Dong bd OneDrive vé may tinh / Sync OndeDrive to your PC

* Tai va cai dat OneDrive cho Windows: Link | cho MacOS: Link @ Microsof Onebrve - x @ Microsoft Onelrve - x
Sign in to OneDrive Set up your OneDrive folder
Download and inSta” OneDriVB for Windo ws: Link / for macos: Llnk Back up, view, and edit your files across devices. You'll be able to open your OneDrive folder on this computer at the location below.
* Mé& &ng dung OneDrive va dang nhap tai khoan email (1) . *
)
Open the OneDrive app and sign in with your email account (1) N

* Chon “Choose location” dé d&i duwdng dan lwvu thu muc OneDrive (2) \' -
Click Choose location to change the OneDrive folder path (2)

¢ Chon 6 dia (D) hodc 6 dia c6 nhiéu dung lugng tréng -> Chon “Select Folder” (3) pause animation

Email address Your OneDrive folder is here

. . . o ” thieng.nguyen@aidi.world X C:\Users\ngsom\OneDrive - CONG TY CO PHAN Al DI
Select the D: drive (or any drive with plenty of free space) = click “Select Folder” (3) —_— o

Choose location

. - 1
@ Choose your OneDrive location e
\
I &« = ~ A ==> ThisPC » Data(D) > v O Search Data (D3) p-]
Organize v New folder =| ~ (2]
© M265 Name Date modified
—_ Data 04/04/2025 3:21 AM
v [ This PC ~ Downloads 26/12/2023 9:20 PM
5 e Local Disk © — MsI 27/07/2025 3:24 PM
~ Mydata 13/10/2025 10:02 PM
>  wm Data (D7)
| " OneDrive - CONG TY C& PHAN Al DI 14/10/2025 9:18 PM
> & Google Drive (G)
~ Payslip 03/06/2025 3:53 PM

> t Network

Folder: OneDrive - CONG TY C& PHAN Al DI

34 Select Folder Cancel



https://go.microsoft.com/fwlink/p/?LinkID=2182910&clcid=0x409&culture=en-us&country=us
https://apps.apple.com/us/app/onedrive/id823766827?mt=12
https://go.microsoft.com/fwlink/p/?LinkID=2182910&clcid=0x409&culture=en-us&country=us
https://apps.apple.com/us/app/onedrive/id823766827?mt=12

ONEDRIVE

5. Dong bd OneDrive vé may tinh / Sync OndeDrive to your PC

. o \ x @ Microsoft OneDrive
* Sau khi d6i duwong dan lvu chon “Next” (4)

Set up your OneDrive folder

After changing the save path, click “Next” (4)

* Tai clra s6 “Back up folder on this PC” hdy bat tat ca va bAm “Nexk” (5)

You'll be able to open your OneDrive folder on this computer at the location below.

@ Microsoft OneDrive

‘ Back up folders on this PC

Files will be backed up, protected, and available anywhere in OneDrive - CONG TY CO

PHAN Al DI, even if you lose this device.

Learn more about folder backup

B3 Documents Scanning... ®
In the “Back up folders on this PC” window, turn everything on and click “Next” (5) — = | B Fictures Scaning.. ®
 Céc clra s ti€p theo cr ti€p tuc bdm “Nexk” sau d6 chon “Open my OneDrive 7 B Deskiop scanning. °
folder” (6) !
In the following windows, keep clicking Next, then choose “Open my OneDrive
folder” (6) Your OneDrive folder is here .
e Clra so luu trir OneDrive s& xuat hién dé ban bat dau lam viéc vdi cac Folder va e o TYERTRARAT a © Getting de
File (7)
Next
The OneDrive folder window will appear so you can start working with your folders ‘ ’ Next |
and files (7)
& Migrosoft OneDrive B 2 @ OneDrive - CONGTY COPHAI X + - 8o
! Your OneDrive is ready for you | <« N~ G O OneDrive > OneDrive - CONG TY CO PHAN AIDI > Search OneDrive - CC @
® New - T Sort v = View ~ (P Details |
> Profile Name - Status Date modified Type !
~ @ OneDrive - CONG TY €8 PHf\Nll ~ AIDI &) 13/08/2025 8:03 PM File folder
c ,0, . > T AIDI ~ Attachments [a) 14/10/2025 %18 PM File folder
Q > Attachments ~ Doucument (&) 14/10/2025 9:18 PM File folder
b [',‘ ~, 3 > " Doucument o o 08/09/2025 9:20 PM File folder
L > Oam ~ Meetings [a) 14/10/2025 %18 PM File folder
— > Meetings ~ Microsoft Copilot Chat Files &) 18/06/2025 10:00 AM File folder
» T Microsoft Copilot Chat Files ~ Microsoft Teams Chat Files (&) 14/10/2025 2:18 PM File folder
e w -= > & Microsoft Teams Chat Files " New folder a3 13/10/2025 9:57 PM File folder
? — Newfolder "~ Noteboaks o] 18/09/2025 10:41 PM File folder
0 ® * — Notebooks " Record o 14/10/2025 6:18 PM File folder
- * . Record . SubProject-NBC - DATA 080925 oA 14/10/2025 9:26 PM File folder
35 » Hace ’ > 5 SubProiect-NBC - DATA 080925
‘ J | 17 items E o |




SHAREPOINT

1. Truy cap SharePoint Online / Access the SharePoint Online

* Truy cép trang chi M365 https://portal.office.com/

Connect the M365 home page
e Chon “SharePoint” dé truy cap *ng dung:

Select “SharePoint” to access the application

) ™ Apps|M3a5 Copilot

¥ M365 Copilot EN)

Q Search
(D) Chat
Agents
Al Meeting Notes Teams...
¥ Viva Goals
All agents
Create agent

Conversations

x IS

& (O O httpsy//m365.cloud.microsoft/apps/?auth=2&origindomain=microsoft365

Apps

@  Outlook a Word a Excel
Email, schedule, and set tasks.
. L]
@ OneDrive @p Teams

36

TN Thieng Nguyen Son

Pages . .
Use across Teams, Outlook, and Microsoft 365 Copilot
[# Create
& Apps Al Meeting Notes... E Bookings
@ Admin
‘% Org Explorer ‘ Viva Goals
. Whiteboard.chat for Edu n YouTube

Get work done

A8

4 Install apps

o

ﬂ PowerPoint a OneNote
& Clipchamp Q SharePoint
All apps —

g Copilot

Welcome Guide for Micros...

@ Need help?



https://portal.office.com/

SHAREPOINT

1. Truy cap SharePoint Online / Access the SharePoint Online

SharePoint la gi? / What is SharePoint?
* SharePoint la mot (rng dung luru trir ddm may (Cloud Storage)
SharePoint is a cloud storage application

* SharePoint hoat déng twong tu OneDrive nhung dwoc quan tri
bai té chirc (Admin M365).

It works similarly to OneDrive but is managed by the

. . . . D M Apps | M365 Copilot X b SharePoint X ’ Dept - Tech Engineering - Docun X = - U] X
organization’s M365 administrator | |

& & O https;//aiplusdisharepoint.com/sites/TechnicalEngineering/Shared%20Documents/Forms/Allltems.aspx A Y : ﬁ

SharePoint L Search this library

+  Mbi phong ban c6 mot Site SharePoint dé luu trit dit liéu chung
(File Server) va dong bé dit liéu tir MS Teams (File Channel) - A

Each department has its own SharePoint Site to store shared data @ Dept - Tech Engineering
(acting as a File Server) and synchronize files from MS Teams

Private group W Following & 19 members

Channels. | @ _ _
i Home T Upload ¥ B3 Editin grid view - — All Documents ¥ Details <7 7
N e e 8 R . A [
* Cau trac Site ctia phong ban / Department Site structure: , |
| Conversations 1
https://aiplusdi.sharepoint/sites/[DepartmentCode] B Documente Documents [Iy v
* Dunglugng SharePoint mac dinh khi khdi tao: 100 GB / Dept B Notsbook > In channels '
Default SharePoint storage capacity upon creation: 100 GB per ® Pages “ In site library
department ,
Site contents
D Name -~ Modified (O ~ Modified By ~ 4+  Add column
Recycle bin |
0. CTO - General September 29 Hoang Khéi (Jason)
Edit
DEV July 13 Nguyen Son Thieng
| Document June 22 Nguyen Son Thieng
IT June 6 Nguyen Son Thieng
37

Meetings October 1 Nguyen Son Thieng



https://aiplusdi.sharepoint/sites/%5bDepartmentCode

SHAREPOINT

2. Truy cap SharePoint theo phong ban / Access the SharePoint of department

* Cdch 1: Nhén tryc tiép link trong bang tuong trng véi phong ban DE E
’ p g g gung p g NO P 1 SHAREPOINT MELED OWNER
o o _ PROJECT TEAMS GROUP
Method 1: Click directly on the link in the table corresponding to your G
department 1 CEO X https://aiplusdi.sharepoint.com/sites/CEO X Head of Department
] A . . o . L 2 CGD X  https://aiplusdi.sharepoint.com/sites/CGD X  Head of Department
* f:ad;(.znf Truy cdp SharePoint Online va nhap code phong ban vao 6 3 PMD X  https://aiplusdi.sharepoint.com/sites/PMD X  Head of Department
Im kiem 4 GHD X https://aiplusdi.sharepoint.com/sites/GHD X  Head of Department
Method 2: Go to SharePoint Online and enter your department code in 5 FAD X https://aiplusdi.sharepoint.com/sites/FAD X Head of Department
the search box 6 10D X  https://aiplusdi.sharepoint.com/sites/IOD X  Head of Department
. P R " ” i n 7 TED X  https://aiplusdi.sharepoint.com/sites/TED X  Head of Department
* Cdch 3: Truy cap tir MS Teams. Vao Chanel “General” -> Chon “File” - o X H - Z ,pl dish - ; ; } ;RDD SR TE——— =
> Chon “Document” -> Chon [...] -> Chon “Open in SharePoint” ttps://aiplusdi.sharepoint.com/sites ead of Department
9 BDD X  https://aiplusdi.sharepoint.com/sites/BDD X  Head of Department
Method 3: Access via MS Teams > open the “General” Channel -> select 10 AiDiAcademy X https://aiplusdi.sharepoint.com/sites/AlDIAcademy X  Head of Department
I {f = ” £ V4 H /", H
Files 9 open the “Document” folder > click [...] -> choose “Open in 11 PROJECT-[NAME] X  https://aiplusdi.sharepoint.com/sites/PROJECT-[NAME] X  Leader of Project
SharePoint.”
12
0 Ia Apps | M365 Copilot X & Sharefoint x 4+ = o X (im] |lj ‘Apps | M365 Copilot x |. SharePoint X o Chat|Microsoft Teams x 4+ = o X
| &€ G O httpsys: di int.com/_layouts/15 asp: o A 8 -0 & G & https//teams.microsoft.com/iv2/ B & & - L]
j I ] Q  Type "with:" to narrow your gw. N |
SSSSS . “em Chat = QA 0. CTO - General Posts Notes Qv -
Show more results g Unread chats v T Upload v @Ttin gridview (@ Add shortaut to OneDrive E = Al Documents Details
‘) Rk Ut lour ta Lat
> @8 €50 (Lan Phuong acting) B Pin to Quick access
L@ osct- 50 27001 @ Export to Erce
wniepors * [ OKR3 Years Oct 1- 2025 to... — 81 Automate ’
(S > @ CEO. VP and Chiefs nenanneE P integrate >
calls >[@ PROJECT - M5 LOOP ~ In site library o Sync
P > (@ Operation 0 Alert me
S @ Project - Al+DI Companion ... [ Name - Mot - + Add column
& > @ AIDI Football Club ) - MM!EE mya‘m_s ]
o >. PROJECT - MAY NHA BE (N... R SepJ‘”U“]
n;‘%:n > PROJECT - Power Automate o DRV Juty 13 [ B UL
>- Corporate Values & Identity _ Document June 22 T
":'f?' v- Dept - Tech Engineering .
# [TED] Internal Team & I June 6 Nguyen Son Thieng
0.CTO - General i tings October 1 Nguyen Son Thieng
38 TED Catchup® o
o See all channeks



https://aiplusdi.sharepoint.com/sites/CEO
https://aiplusdi.sharepoint.com/sites/CGD
https://aiplusdi.sharepoint.com/sites/PMD
https://aiplusdi.sharepoint.com/sites/GHD
https://aiplusdi.sharepoint.com/sites/FAD
https://aiplusdi.sharepoint.com/sites/IOD
https://aiplusdi.sharepoint.com/sites/TED
https://aiplusdi.sharepoint.com/sites/RDD
https://aiplusdi.sharepoint.com/sites/BDD
https://aiplusdi.sharepoint.com/sites/AIDIAcademy
file:///C:/Users/ngson/AppData/Local/PROJECT-[NAME]
file:///C:/Users/ngson/AppData/Local/PROJECT-[NAME]
file:///C:/Users/ngson/AppData/Local/PROJECT-[NAME]

SHAREPOINT

3. béng bd SharePoint vé may tinh / Sync SharePoint to your PC

Va A N Ae [ .
caCh 1 (khuyen dung): T,ao Io’ tat V‘é OneDr’Ve & C O htipsi//aiplusdisharepoint.com/sites/TechnicalEngineering/Shared%20Documents/Forms/Allitems.aspx [NIR+Y o | o= ) o 9
. o SharePoin L search this libra
Method 1 (Recommended): Create a Shortcut in OneDrive H 2 —
) . . o ) )
~ . . . B N Dept - Tech Englneerlng [r1:] Private group % Following & 19 members
* Truy cap site SharePoint Online ciia phong ban
Home T Upload ¥ B8 Editin gridviewﬂ_‘m Pin to Quick access ~ *+* = All Documents v Details 7
Access your department’s SharePoint Online site o 0
N ~ . o D ts I} - 0
» Chon vao “Document” -> Nhan “Add shortcut to OneDirve” I Documenss | ocmen®
=
Notebook > In channels
Go to “Documents” - click “Add shortcut to OneDrive” ® e -
V In site library
* M@ thu muc OneDrive trén may tinh ban s& thay thu muc “Tén phong e contents N vt - ety -+ g
ban — Document” da dugc thém vao. Recydle bin -
0. CTO - General September 29 Hoang Khai (Jason)
Edit
Open your OneDrive folder on your computer — you will see a new — - B =
“ ” . Tech Engineering - Document X +
folder named “[Department Name] — Documents” added
& ) T G & OneDrive > Thieng - CONGTY CO PHAN AIDI >  Tech Engineering - Dacuments > Search Tech Engineering - Docur
® New ~ N sort - = View ~ aee (B Details
~ @ Thieng - CONG TY O PHAN Al DI Name : Status Date modified Type Size
> 1 AIDI ~ 0.CTO - General [} 10/15/2025 8:58 AM File folder
> Attachments — DRV &) 7/14/2025 11:03 AM File folder
> ~ Doucument _ Document @ 10/14/2025 4:00 PM File folder
> - T T = 10/6/2025 8:21 AM File folder
> 7 Meetings ~ Meetings (&) 10/1/2025 2:06 PM File folder
> T Microsoft Copilot Chat Files
> Microsoft Teams Chat Files
> 77 New folder
> Notebooks
> 7 Record
> A SubProject-NBC - DATA 080925
> . Tech Engineering - Documents I
39 > Whiteboards
L 5items E g y




SHAREPOINT

3. béng bd SharePoint vé mdy tinh / Sync SharePoint to your PC

Cdch 2: Sync truec tiép vé mdy tinh

Method 2: Sync Directly to Your Computer

* Truy cép site SharePoint Online ctia phong ban

Access your department’s SharePoint Online site

¢ Chon vao “Document” -> Nhan vao dau [...] -> Chon “Sync”
Go to “Documents” - click the [...] icon = select “Sync”

» M& Explore trén mdy tinh ban sé thay 6 dia mang “CONG TY cO PHAN
Al DI” va bén dudi la thuw muc “Tén phong ban — Document” da duwoc
thém vao

Open File Explorer on your computer — you will see a network drive
named “Al DI JOINT STOCK COMPANY”, and under it, a folder named
“[Department Name] — Documents” has been added

40

& (G O hitpsy/aiplusdisharepoint.com/sites/TechnicalEngineering/Shared%20Documents/Forms/Allltems.aspx A 3 8 a 9

n A SharePoint P Search this library &L % ? (71s)

. Dept - Tech Engineering &

Private group W Following & 19 members
®
Home 0 T Upload ¥ 83 Editin grid view Add shorteut to OneDrive il Pin to QuickaccessD — All Documents v Details v
@
Conversations @ Export to Excel
@ v L5 >
Documents Documents [y { Automate
=] B Integrate >
Notebook > In channels
® Pages ™ In site library L) Alert me
Site contents & Manage my alerts
D Name ~ Modified © ~ Modified By ~ + Add column
Recycle bin
r q - ] X
_ Dept - Tech Engineering - Doc X +
< 4 T C D > CONGTYCOPHANAIDI > Dept- Tech Engineering - Documents > Search Dept - Tech Engineerit  Q
® New - T Sort ~ = View v ves () Details
~ Asset Name Status Date modified Type Size
_ New folder — [TED] General 10/23/2025 850 PM File folder
Screenshots ~ DRV 10/21/2025 10:19 AM File folder
_ Document 10/23/2025 8:50 PM File folder
. P ~ HandOver 10/21/2025 11:30 AM File folder
~ [ CONG TY CO PHAN Al DI I
o T 10/21/2025 10:19 AM File folder
> _ Dept - Tech Engineering - Documents ‘I
_ Meetings 10/23/2025 8:50 PM File folder
v [ This PC
> & Windows-SSD (C)
> * Netwark
6 Linux
| 6items E O
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