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e Step 2: Click Create site

SharePoint O Search in Sl

—+ Create site [+ Create news post

Frequent sites

Following

Cs

See all . . .
Communication site

Recent

Communication site W There's no recent activity on this site.

See all

Featured links
2 Edit



» Step 3: Click Team site (Communication Site) Trang web giao
tiép : Day [a mot loai trang web

(Team Si’te) Trang trang SharePoint dwoc si dung dé chia
web nhom : Cung sé va truyén dat thong diép gitra cac

cap mot noi cho cac
nhédm nguoi dung
dé xem va cong tac
vé ndi dung, dit liéu
va tin tirc/thong tin.

oanh nghiép. Trang web giao tiép co
thé tuy chinh va gidp ban truyén tai
théng tin rong rai trong toan b td chirc
hoac chién dich ndi bb.

na
—

Team site Communication site

Create a private space to collaborate with your team. Share information that engages a broad audience.
Track and stay updated on project status 7 Create a portal or subject-focused site

{2 Share team resources and co-author content @) Engage dozens or thousands of viewers

¥ All site owners and members publish site content <@ Few content authors and many site visitors

#£ Can connect to other Microsoft 365 products




Step 4: Select template Project management

Select a template

Pl | e

Standard team Crisis communication team

Manage projects, share content, and stay

Centralize crisis communicatiomn,
connected with your teamm.

resources, and best practices.

[ [ ——

IT help desk

Project manageme

hMManage technical requests, track dewvices,

Collaborate with your teanm to share
and share training mMmaterials.

praoject details and resources.



e Step 5: Click button Use template

n Project Management Priategroup 17 Notfsllowing & 3 members

Home

e

Corversslicvns
Motebook

Product launch countdown
[Sample content]

00 00 00 00

Calendar

Projoct tracker list

15508 tracker st

SCurent z ;
Docurments Srociuct lanes it Amast meme

Recydhe bin
Progress tracker list [Sample Issue tracker list [Sample
Racyrio b content] content]
Project milestones
+ Add svent
Racydie 2in
No upcoming svents
Documents [Sample content] seenll  Activity E No upcoming events are scheduled.
Check Eack ngein lwter.
% e @ bxpoct 10 bxcel — All Documeats @
Recyria nin
N Name Modified Modified By N e Team tools [Sample content]

Status repart ’ to catas
template ——— |
4 Farti Fonan..

a v Wiewnscd Jarvas

’ Visiad Stadn

’ G e

This folder is empty



* Step 6: site name : Demo,
* Group email address : Demo,
* Site address: https://12fjct.sharepoint.com/sites/Demo  Click Tab NEXT

Give your site a name

Decide on a unique name that follows your organization's
naming standards. The description is optional, but useful for Site name *

people to understand what your site is for.
Demo

Your team site will be connected to a Microsoft 365 group, The site name is available.
which gives your site a shared OneNote notebook, group email B

address, and team calendar.

Tell people the purpose of your site

. Peoject Management

Group email address *

Demo

The group alias is available.

Site address *

https://12fjct.sharepoint.com/sites/ Demo

The site address is available.

Project management ¢/ Change template



e Step 7: Private Settings: Private-only members access this site
e Select a Language : English
e Click Tab Create Site -

Set language and other
options

Set the default language for your site. If required, select labels and
other settings to classify what type of content is stored on your

site and who should have access to the information.
Privacy settings

Private - only members can access this site v

. Praject Manngerent

Select a language

English

Selert the default site language for your site You can't ehange this later.

Project management /7 Change template



 Step 8: Add members :
* Click Tab : Finish

Add site owners and members

Consider assigning one additional site owner or a group to help
manage site content. Learn more about permissions

Site owners have full control of site content, theme, permissions, hub associations, and
other site settings.

Site members can edit and view site content, including files, pages, lists, and navigation.

Add members

. Praject Management S

IStarT typing a name

Szcurments |Sample o réei]

AP

Project management




Step 9: Select Add News Post, click button Create post

+ New v §63 Page details

News
+ Add v

+ Add News

Analytics Draft saved 3/14/2024

Create a news post

Keep your audience engaged by sharing your latest updates.

now

Keep your team updated with news on your team site

From the site home page you'll be able to quickly author a news post - a status update, trip report, or...

SharePoint a few seconds ago

What is a team site?

A SharePoint team site connects you and your team to the content, information, and apps you rely on...

SharePoint a few seconds ago




Step 10: Click Tab Let’s go

Welcome!

<

I'm new at this

If you're creating a page or a
news post for the first time, you'll
learn the basics in this interactive

tour

I've done this before

Skip the tour and go straight to
creating your page or news post




e Step 11: Click Tab Let’s go

Let's get started!

Here's what we'll do in this part of the tour:

Choose a template
Add a title

Select an image for the title area




e Step 12: Click menu Home to new / click Page

a -

Home + New ~ §63 Page details Analytics
Conversations List
- e content] See all

Notebook Document library

Page ad v e — All Documents v ()
Calendar

Space
Project tracker list News post Modified ~ Modified By -
Issue tracker list News link
Documents Plan

App

Recycle bin



e Step 13: Select Basic text, click button Create page

Page templates Visual

Visually attractive template with a focus on images that complement your text.

From Microsoft Saved on this site
‘
Standard
This is a page title in a color
Templates that contain the full range of web parts for general use. pPag
block layout

Blank : Visual : Basic text

Hello!
This is a Text web part in one of two columns in this section. You can click >

View templates folder
. D Create as a private draft © Create page Cancel



* Step 14: Enter Title Heading

Add a title

@) Cam Hue Diep

Hello!
This is a Text web part in one of two columns in this section. You can click inside this text block

when in Edit mode to make changes. Next to this paragraph is a column that contains an image
web part. Click the image, and you can use the toolbar to change the image, add a link, crop the
image, and more. Learn more about the text web part and the image web part.




e Step 15: Click icon Add a new section

SharePoint L Search this site

Save asdraft v ) Undo v ¢ Page details v Your draft has been saved

(ﬂ”“f\ Cam Hue Diep

Hello!
This is a Text web part in one of two columns in this section. You can click inside this text block

when in Edit mode to make changes. Next to this paragraph is a column that contains an image
web part. Click the image, and you can use the toolbar to change the image, add a link, crop the
image, and more. Learn more about the text web part and the image web part.

When you're done editing this page, you can click Save as draft to save your changes and leave
edit mode. Only people with edit permissions on your site will be able to see it. If you are ready
to make this page visible to everyone who can view your site, click Publish or Post news. For
more information, see What happens when | publish a page?




e Step 16: Select Tow column

& Cam Hue Diep

Sections  Templates

O D Il

One column Two columns Three columns

wo columns in this section. You can click inside this text block
ges. Next to this paragraph is a column that contains an image
yu can use the toolbar to change the image, add a link, crop the
1B (D ([]  out the text web part and the image web part.
age, you can click Save as draft to save your changes and leave
. permissions on your site will be able to see it. If you are ready
to make this page visible to everyone who can view your site, click Publish or Post news. For
more information, see What happens when | publish a page?

One-third left ~ One-third right  Vertical section




e Step 17: Click icon + /add test, add img, add youtube .. .

Saveasdraft ¥ © Undo ~ £ Discard changes {33 Page details Analytics

Demo Sharepoint Site

‘ Cam Hue Diep
- ©
O

7 Search

> Al & 15

Frequently used

@
W
hn. B e B &

Text @ Image Quick links News People
This is a text web part in a one column 2 to make ¢
the text, you can use the toolbar to ch¢ Text, media, and content n even adc
the toolbar for more options.
P _ =] R
& () 00
Button Call to action Divider Hero Image

. I | b \F I3




o Step 18: Add text / add img/ click Publish

SharePoint £ Search this site

Saveasdraft ¥ © Undo v~ £ Discard changes 3 Page details Analytics v Your draft has been saved & Share v |m
-

Demo Sharepoint Site

. Cam Hue Diep

R e ——

. e 72 0O W BB UYBY DO GY O
0z |

N This is a text web part in a one column section. You can click inside this

text block when in Edit mode to make changes. Besides being able to
change the text, you can use the toolbar to choose styles, make other
0] format changes, and add links. You can even add a table by clicking the
ellipses (...) in the toolbar for more options.

Add a caption




e Step 19: Click menu Promote/ Add page to navigation

SharePoint £ Search this site

+ New v £\ Discard changes | <] Promote

&

§83 Page details -+ Draft saved 3/20/2024 @ Share v/ Edit (I Update news #<

Add page to navigation

) ij Your page was posted as News

Demo Sharepoint Site Share page

‘ Cam Hue Diep Copy link to page

Send to email

This is a text web part in a one column section. You can click inside
this text block when in Edit mode to make changes. Besides being
able to change the text, you can use the toolbar to choose styles,
make other format changes, and add links. You can even add a
table by clicking the ellipses (...) in the toolbar for more options.

Viva Engage

Save as page template




e Step 20: Click menu Introduction to Group 1

& G B8 ") yv1zf.sharepoint.com/sites/Group1/SitePages/Introduction-to-Group-1.aspx (aeromers) [ @ ® > O z &y 5=
L Search this site
Q
G Group1 Public group ¥ Following & 2 members
@
Home + New v [® Sendto v ] Promote  §8 Pagedetails A Immersive Reader Analytics Published 6/10/2023  / Edit [
Conversations
0
Notebook
B8 -
Calendar / N :
® . . Introduction to Group 1
Project tracker list

Issue tracker list @ Nguyen

Documents

thadisction t5 Group Trong thdi dai cong nghiép 4.0, hé théng mang may tinh déng mét vai trd quan trong va dang phat trién vo cling chéng mat qua tiing
gid, mang may tinh dugc ing dung & moi ngdc ngach trong moi linh vuc nhu gidi tri, am thuc, budn bén, van hda, thé thao. Sau dai dich
\ Covid-19, viéc hoc tap va lam viéc truc tuyén da trg thanh xu hudng ctia mdi ca nhan, t6 chiic hay doang nghiép. Khong chi vay mang méy
tinh con gilp céc ca nhan, té chiic, doanh nghiép quan ly, phuc vu hiéu qua cho su phét trién ciia minh, nhung dé phat trién mét cach an
Edit toan, bén viing thi viéc xdy dung, diéu hanh va Ung dung quan tri mang may tinh la diéu kién tién quyét.
Vi s6 lugng thdng tin, dif liéu chuyén di ngay mét tang, cing véi viéc phai nhanh, chinh xac va bao mat. Vay nén mé hinh mang cua
doanh nghiép phai khdong ngiing ndng cap, gilip duy tri va ndng cao tinh hiéu qua bao mat clia hé théng mang doanh nghiép cung vdi chi
phi dau tu hop Ii. C6 nhu vay cac san pham dich vy, (ing dung clia doanh nghiép mdi phat trién bén viing, tao dung niém tin va su én dinh
tir phia khach hang. Dé giai quyét van dé nay, viéc xdy dung mot hé théng mang vdi kién trdc don gian tién tién, tao nén mét hé théng
déng nhat, két ndi moi thanh phan trong doanh nghiép vdi téc d6 va bao mat cao la muc tiéu can hudng téi.
Trén thuc t& dua theo mé hinh kinh doanh ctia tiing doanh nghiép ma nhu cdu st dung  hé théng mang la khéac nhau, tuy nhién ta c6
thé chia ra lam 3 loai chinh phan theo vai trd clia Hé théng mang déi véi Doanh nghiép dé:

Recycle bin




Step 21: Click menu Home -> click New -> List

< C 88 @ yvizfsharepoint.com/sites/Groupl

0
B Groupl
o
| Home + New v 3 Page details
Conversations List ‘
Niicbook Document library
= Page
Calendar
Space
® Project tracker list
News post
Issue tracker list News link
Documents Plan

. App
Introduction to Group 1

Recycle bin

Edit

/O Search this site

Analytics

Progress tracker list

[Sample content]

Issue tracker list [Sample
content]




* Step 22: Select Employee onboarding

Create a list

+ = Gt

Blank list From existing list From Excel From CSV

Templates

Issue tracker Employee onboarding Event itinerary Asset manager Recruitment tracker
Track issues and bring them to ’\Aanage your new employee’s Organize all your important event Keep track of all devices in your Keep everyone informed as you
closure in this list. onboarding process from day 1.... details in one place, so everythin... organization, and when they are... recruit, interview, and hire new...

Travel requests Travel requests with approv... Work progress tracker Content scheduler Content scheduler with app...

Manage all your travel requests Manage and approve all your Track priorities and progress as Plan, schedule, and manage your Plan, schedule, and approve your
and keep an eye on budgets. travel requests and keep an eye o... you work towards delivering... content with this template. Filter... content with this template. Filter...




e Step 23: Click button Use template

E Employee onboarding X

Manage your new employee's onboarding process from day 1. Share resources and contacts, and get your new hire up-to-speed quickly.

Work ~ Description Complete by ~~ Complete? Completed On Mento

Sign offer letter Please sign your digital Before joining e 6/1/20 lzumi U
offer letter before
joining. A hard copy will
be mailed to your
address soon for your
records.

Set up your Iaptop Laptop &amp; other First day ~ 6/2/20 Avery Si
equipment is at your
desk. If you need any
troubleshooting help,
please reach out to your
mentor.

Intro to the team We will have a team First day e 6/2/20 Rene Sk
sync on your first day to
introduce you to the
rest of the team

Asset manager

- W, e
Iy
- - ‘_dﬂl Setup 1:1s with team members I would like you to meet Week 1 Avery Si

ﬂ ‘h\ 2 Jordan, Alexis, Ronak

and Yoon-seo during
Recruitment track... the first week.

< Back Use template




e Step 24: Enter Name, Description, click button Create

Mame *

BANG PHAN CONG

Description

Bang phén céng céc thanh vién trong nhém lam Project|

h N

Site navigation

Show in site navigation

{ Back

F- =




* Step 25: Select navigation, click Edit in grid view, then enter content

< [GR=T &  yvizfsharepoint.com/sites/Group1/Lists/BNG%20PHN%20CNG/Alll tems.aspx (aieromets) 2 @ @ »> O z 4=

i3 SharePoint L Search this list

R
G Grou p1 Publicgroup % Following 2 2 members
@
Home + New EH Exit grid view Undo & Share 8 Export v  #2 Automate ~ [7 Integrate ~ - M Alltems® ~ Y v
Conversations
b BANG PHAN CONG
Notebook
B , O - ,
Shared with us Work Description Complete by Complete? Completed On Mentor Relevant link
@ Calend O e L e O Viét tai lieu thiét k€ cho Thanh N 6/9/2023 M A
alendar Viét tai liéu thiét ké = LY Project guyen i
Project tracker list . Viét 18i md dau cho Tai X
I Viét l&i mé dau lieu thict k& Khoa ~ 6/10/2023 -4 Nguyen i
Issue tracker list ’ Tim hiu v& vén 0 ciia
I Phan tich va viét van dé cia DN doanh nghiép Hai 4 6/11/2023 -4 Nguyen i
Documents

+  Add new item
Introduction to Group 1

BANG PHAN CONG

“

Recycle bin

Edit




e Step 26: Click menu Edit

< C 83 @ yvizfsharepoint.com/sites/Group1/Lists/BNG%20PHN%20CNG/Allltems.aspx (aiprompTs ) [ [Q] > O z L =

SharePoint £ Search this list

Grou p1 Publicgroup % Following A 2 members

Home + New B Editin gridview 12 Share £l Export ~  #3% Automate ~ 7 Integrate ~ -+ = All ltems v~ % ® 7

@ & o

Conversations

O BANG PHAN CONG

Notebook
= Shared with us Work Description Complete by Complete? Completed On Mentor Relevant lin

N

@ “Viét tai lidu thist ke Viét tai liéu thiét k€ cho Thanh ~ 6/9/2023 Nguyen Phat Tai

Calendar Project

Project tracker list *"\,qgt 151 md dsu Viét 181 md déu cho Tai Khoa v 6/10/2023 Nguyen Phat Tzi

liéu thiét k&
Issue tracker list K o N
Phan tich va viét van dé cia DN Tim higu vé van dé cla Hai e 6/11/2023 Nguyen Phat Tai

doanh nghiép
Documents

Introduction to Group 1
| BANG PHAN CONG

Recycle bin




* Step 27: Select Project tracker list, click icon ..., select menu Remove

{ [G=] &  yvizfsharepoint.com/sites/Group1/Lists/BNG%20PHN%20CNG/Allltems.aspx (aeromets ] 2 6 ® > O z RO

SharePoint A Search this list

Group1 Public group % Following A2 2 members

+ New B Editin grid view 12 Share B Export >  #3 Automate ~ [ Integrate ~ -+ = Allltems v % ® e

@ & =

Home

Conversations

O BANG PHAN CONG
Notebook
= Calendar Work Description Complete by Complete? Completed On Mentor Relevant lin|
“
SViat t3i liay thist ke Viét tai liéu thiét ké ch Thanh v 6/9/2023 o
® Project tracker list * Viét tai lidu thist k& P:zjeStl iéu thiét k& cho an 6/9/ Nguyen Phat Tai
Issue tracker list Edit mé dau Viét 181 md dau cho Tai Khoa v 6/10/2023 Nguyen Phat Tai
M ligu thiét k&
Documents ove up
Move down :h va viét van da cia DN Tim hiéu v& van dz cla Hai v 6/11/2023 N Nguyen Phat Tai
Introduction to Group 1 doanh nghigp
Make sub link
BANG PHAN CONG
Remove

w

Enable site navigation
audience targeting ()

@ of

Cancel

Return to classic SharePoint




e Step 28: Click button Save

4 C 88 @ yvizfsharepoint.com/sites/Group1/Lists/BNG%20PHN%20CNG/Allltems.aspx meromets ) [ B ® > O e |, =
¥ P P P >

SharePoint £ Search this list

Grou p1 Public group % Following 2 2 members

+ New BH Editin gridview 1= Share €8 Export ~  #% Automate ~ 7 Integrate v -+ = Allltems ~ % ® a
Home

@ & 2

Conversations

O BANG PHAN CONG
Notebook
= Calendar Work Description Complete by Complete? Completed On Mentor Relevant lin
Al
“Viét tai lié i8t ké Viét tai liéu thiét k& cho Thanh v 6/9/2023
@ lssue tracker list Viét tai lidu thist ke S : 6/9/. Nguyen Phat Tai
Documents -"Vigt 131 md dau Vi€t I6i md& dau cho Tai Khoa v 6/10/2023 Nguyen Phat Tai
ligu thit ké
Introduction to Group 1 .
“Phan tich va viét van dé caa DN Tim hiéu véwvén dé cia Hai Vg 6/11/2023 NEGE I T
BANG PHAN CONG doanh nghiép

Enable site navigation
audience targeting (O

@ o

- [

Return to classic SharePoint




e Step 29: Select Document, click Upload -> Files

< C B8 @ yvizfsharepoint.com/sites/Group1/Shared%20Documents/Forms/Allltems.aspx (meromets ) 2 0] B > O ; A =

SharePoint 2 Search this library

Q
G Grou p1 Public group % Following 2 2 members

@

Home T Upload ~ B Editin grid view o Sync  E51 Add shortcut to OneDrive & Pin to Quick access = All Documents Y o z
=)

Conversations Files
G Documents  Folder

Notebook
= Template

Shared with us 0O [\ F— Meodified Modified By ~ + Add column
® Calendar

Issue tracker list

s

Introduction to Group 1

‘ Documents

BANG PHAN CONG
Recycle bin

Edit
This folder is empty

Return to classic SharePoint




* Step 30: Select file, click button Open

O open X
|
< > v > This PC > Desktop > v @] £ Search
Organize ~ New folder = ~ [ 0
5
4 Downloads » Name Date modified Type
= Documents * 6/7/2023 6:56 AM Microsoft Word O
PN Pictures »
@ TLTK Groupil.docx b/6/2023 1:44 PM Microsoft Word O
Bandicam ‘
F @ TLTK_GroupZ2.docx b/6/2023 715 PM Microsoft Word [
HINH @9 TLTK_Group3 .docx 6/6/2023 7:28 PM Microsoft Word O
@ TLTK_Group4.docx 6/6/2023 842 PM Microsoft Word O
> @ OneDrive - Personal
v [ This PC
> @ Desktop
File name: |TLTK_Groupl.docx \f| All Files (7.%) w

Cancel




* Step 31: Upload success

< (G - yv1zf.sharepoint.com/sites/Group1/Shared%20Documents/Forms/Allltems.aspx (meromers ) @ B ® > O z L =

£ Search this library

€ Grou p1 Publicgroup % Following 2 2 members

Home T Upload ~ [ Editingridview 3 Sync ) Add shortcut to OneDrive T3 Pin to Quick access — All Documents e ® v

B &

Conversations

. Notebook Documents It -
= Shared with us 0 Name v Modified Modified By + Add column
® Calendar WY TLTK Group1.docx A few seconds ago Nguyen Phat Tai

Issue tracker list \

Documents

Introduction to Group 1

BANG PHAN CONG

Recycle bin

Edit

Return to classic SharePoint




