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I1. Admin

1.Giao dién ban dau.
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Thanh céng cu trén cung, tir trai qua phai lan luot:

- Logo FPT

- Files — hién thi cac folder, files da duoc tai, dong bo 1én Fdrive.
- Activity — cac hoat dong ctiia nguoi dung.

- Galary — hién thi hinh anh.

- Cong cu tim kiém file, folder.

- Notifications — hién thi cac thong bao toan site.

- Tim nhanh céc user.

- Nut cong cu.

2.Create new users.
Admin ding nhap webclient bang address c6 format: https://[abcd].fdrive.vn véi
username va password.

Account admin mic dinh 13 admin cta toan site, c6 full quyén, dung luong ding ky dung
la dung Ivgng mac dinh.

bé kiém tra account dugc cap la admin va tao cac user khac.

Admin ding nhap theo thong tin dwoc cip va truy cdp vao niit cong cu chon Users:
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Lan dau dang nhap, admin s& thiy trong danh sach cac user co: account duoc cap va
rootadmin — day 1a account k¥ thuat khoi tao ban dau dé test trudc khi ban giao cho
khach hang.
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+ Add group rootadmin = sesssessesssisea Groups - Create

‘ Everyone 2 Username  Fu a oup Group adm Quota
Admins 2

hado hado admin v no group - Unlimited -
rootadmin  rootadmin admin v no group - Unlimited -

O trang nay, phan ngoai bén trai 1a cot hién thi cong cu, Thém, x0a cac Group.

Nam phia trén 14 thanh cong cu Thém user lan luot cac myc: Tén user, password,
Groups ma muon user thugc ve, admin cho 1 group.

Account mic dinh duoc cp cé théng tin quan trong nhu: thudc group admin, dung lwong
mic dinh duoc cip Unlimited — 13 dung lwong khi ding ky Fdrive.

Dé thém 1 user, admin can dién vao cac thong tin phu hop: tén user, password co trén 8
ky tu, chon group cho user(mac dinh khong chon s€ 1a user thuong).

Sau khi user dugc tao, admin set quota cho user: chon vao dung lugng duoc goi y hoac

dién dung lugng mudn cho user dung(Other).
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Quota
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sdc

D¢ xoa hodc disable user, admin click vao dau .
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3. Settings.

Admin vao setting bang cach chon thanh céng cu—> Settings.
Céc tabs ¢ thanh cong cu phia bén trai ma Admin can chi y:
Muc Personal(ap dung cho cac user khac):

Personal info: thong tin cua user, & dy user c6 thé chinh sta lai céc thong tin theo
muon. Email — dung dé nhéan céc thong bao cua toan site(can phai cau hinh gii email),
Details — hién thi cac group user tham gia, thong tin luu trit. ..

Security: muc Password — Admin dung dé d6i password mai.

Mobile & desktop: cac apps ding dé dong bo dir liéu giira cac thiét bi(PC, smartphone,
tablet,..) véi Fdrive.

Activity: User chon cac hoat dong muédn thong bao & button Notifications, hoic cac hoat
dong thong bdo qua email.

Muc Administration:
Overview: hién thi thong tin version Fdrive dang dung.

Basic settings: Set dung luong 16n nhit cua 1 file dugc upload(mic dinh 20Gb, admin c6
thé tang thém), cAu hinh email server dé giri email cac théng bao t6i email khai bao.

Monitoring: Théng tin cu thé vé CPU, dung luong Ram, cac user hoat dong, dung luong
téng toan site( Storage)...

Sharing: Admin tick vao cac muc dang vai muc dich, pham vi chia sé file cua cac user
trong cong ty(mdi cong ty cd6 mot policy riéng nén khi khoi tao va dua account cho khach
hang, k¥ thuat FPT s& dé miac dinh).

Security: Admin can chu y Password policy — diéu chinh cac option theo y muén dé co
murc bao mat cao nhat.

Theming: Admin chinh sira lai Slogan, Logo, hinh nén login va cac thong tin chung khac
cho toan site phu hop cong ty.

Activity: Admin tick vao cac muc mong mudn duoc phan hoi.

Logging: xem lai log cua Fdrive, cic canh bao, cac 16i...



4. Applications

Admin vao page quan Iy cac ung dung bang cach: Nut cong cu=> Apps.

Dung voi muc dich ban dau, Fdrive 1a noi luu trit dit liéu, vay nén cac apps tich hop mac
dinh s€ phuc vu cho viéc luu trir dir liéu cua khach hang. Tuy nhién, néu admin c6 nhu
cau cai thém cac apps khac d€ phuc vu nhu cau cling nhu dé trai nghiém thi co6 thé cai dat
thém.

Mot vai Apps phuc vu nhu cau sir dung luu trir tot nhur:

Collabora Online: cho phép user doc, chinh stra cac file office(word,excel,..) ngay trén
giao dién web. Dé cai duoc apps nay can c6 su hd tro cua ky thuat FPT.

External storages support: hd trg ddng bé dit liéu tir cac Drive khac nhu: Google Drive,
Amazon S3, FTP,...

Right Click: st dung chudt phai dé hién cac option chinh sua file, folder



I1l. User

1. Giao dién web.
FPFT Wm 4 L[4 Q & 2 .

Tuong tu nhu giao dién web ctia admin, sau khi ding nhap user s& thdy cac thanh cong cu
co ban nam ngang nhu:

- Logo FPT

- Files.

- Activity — cac hoat dong ctia nguoi dung do.

- Galary — hién thi hinh anh.

- Cong cy tim kiém file hozc folder.

- Notifications — hién thi cac thong bao toan site.
- Tim nhanh céac user.

- Nut cong cu.

Chi cac admin, cac cai dat ¢ nut cong cu cua user thuong chi anh hudng tai user do.

a. Upload files, folder.
Upload files, folder:

- User chon vao muc Files, chon file hoac folder trén may tinh kéo tha vao giao dién
web.
- User click vao button nhu hinh va chon Upload file. = @
4 Upload file

I New folder

b. Modify file, folder. R
Dé chinh sta file, folder user click chon option(dau «...”).

- Thém file vao muc favorites o -
- Details(chi tiét file, share, cac phién ban) B ueridedo B seconds oo
- Chinh stra tén file.
- Move hodc copy qua cac thu muc khac.
_ Tai v& may tinh. .
- Xoa file.

~
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c. Chiasé file, folder.
Chia sé file, folder cho user khac, hoac 1 group:

Chon option(dau “...”) chon Details > Sharing.

X
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O ame Size Modified E
E User-Guide doc 3MB  secondsago User-Guide.docx )
Add to favorites

User-Guide.docx B 3 MB, 4 mimuts mm B Tags
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Chia sé file, folder cho ngudi ding bang duong dan:

NMTuan

Click vao button + = chon button copy link hoac chinh sira cac gidi han ma nguoi dung
mudn.

Q Share link =
Allow editing

User-Guide.docx B
3MB,7 g L NELE

L L} < o

Activity  Comments  Sharing  Versions

8 Copy link B Note to recipie
Name, federated cloud ID or email ad.. —» Mame, federated cloud ID orem ~°F =
1 elete share link
@ Share link + i
Share link = . 4 hddaneter
Mew share link dd anothe

Sau khi nguoi dung chia sé file, folder, mot trang thai “Shared” hién ra ¢ sau tén file y
noi file dang duoc chia sé.

E User-Guide docx & Shared

Details file.
Activity: hién thj thong tin share file, thoi diém khoi tao, théng tin chinh sira file.
Comment: Hién thi thong tin user chu thich cho file, folder.

Version: Hién thi cac version mdi khi file dugc chinh stra va duge dong bo(khong gidi
han version).



d. Setting

User vao setting bang cach chon thanh cong cu-> Settings.
Céc tabs ¢ thanh cong cu phia bén trai ma User can chu ¥:
Muc Personal:

Personal info: thong tin cua user, & dy user c6 thé chinh sta lai céc thong tin theo y
muon. Cac muc quan trong & muc nay: email — thong bao dé€ nhan cac thong bao cua toan
site(can phai cau hinh gtri email), Details — hién thi cac group user tham gia, thong tin luu
tror. ..

Security: muc Password — user dung dé d6i password méi.

Password
Current password Mew password Change password

Mobile & desktop: cac apps dung dé dong bo dir liéu gitra cac thiét bi(PC, smartphone,
tablet...) véi Fdrive.

Activity: User chon cac hoat dong muédn thong bao & button Notifications, hoic cac hoat
dong thong bao qua email.



2. Desktop Client va Mobile Apps

User tai agent phu hop hé diéu hanh ma may tinh dang chay theo link KT FPT cung cap.
https://nc.fdrive.vn/s/6tkCmjtZGgJNYse

a. Desktop client

Example: Windows version.

Sau khi tai vé va cai dat thanh cong, user dién thong tin duong dan
https://[abcd].fdrive.vn = username/password.

Giif dif liéu ciia ban an toan va wrung tam kiém soat ciia ban

Bia chimy chi |httpss/fnc. fdrive.vnl ‘ E

<Back

Chon Skip folders configuration (Bé qua c4u hinh thw muc).

FDrive Connection Wizard X

Két ndi vdi FDrive

Thigt I3p tiry chon thu muc cuc bd

(®) B6ng bd héa moi thir tr mdy chil (21 GB)

[ &u chu xéc rhén trusckhi dang b3 kénhon [500 1= e

*¥&u cBu xac nhan trudc khi d8ng bé héa kho luu tri¥ dign oy

() |chon t&p tin va thur muc d& déng bé héa

——

é g C:\Users\W0703126287\FDrive

. Dung long tréing: 55 GB
Thur muc tai may

B6 qua céu hinh thrmue| | <Back


https://nc.fdrive.vn/s/6tkCmjtZGgJNYse

Giao dién App

—> click chon Add Folder Sync Connection
- chon folder muén dong bo > Next

Thém két ndi dong b hda thu muc

Chgn mét thur muc cyc bg trén méy tinh cla ban d& déng b héa

C: Wsers\WO0703126287\FDrive

Cancel

Chon...

Tab mai hién ra chon Create Folder >
nhap tén folder méi FPT(co thé giéng t€N ¢ [ Them ket n6i dong bé héa thu muc
nhu trén PC) > click Next ->click Add

Sync Connection

Vay la folder FPT ¢ may
tinh dd dwgc dong bo 1én
Fdrive trong folder c6 tén
vua tao.

Chon mét thu muc dich tr xa

W

FDrive

Tao thu muc t... ? e

Mhdp tén cla thur muc mdi s& dugc tao

bén durdi 'f':

=

Cancel

~
Tao thu muc

Lam mdi

&, Connected to https: fide Fdrive.vn as APR

104 MEB in use

Cancel

MNext

Account .

FPT
Synchronized with lacal Folder
DeskkopiFPT

Add Folder Syne Connection

User thém nhiéu thu myc muébn app dong bo voi Fdrive bang cach twong tu vay.

Chau thich:

- Pé ddng bo duoc giita may tinh va Fdrive, app trén may tinh phai dugc chay va
may tinh phai két ndi véi Internet.
- Céc chinh sira file trong thu myc d3 dugc dong bo & may tinh s& dugc dong bo 1én

Fdrive.

- Cac file trén Fdrive s& c6 cac version twong ung véi nhitng lan déng bo ma duoc
chinh stra. Do vay Fdrive hd tro nguoi dung muon lay version cii cua file sau khi

ddng bo.




b. Mobile apps

Example: 10S version.

Vao App Store > gd vao tim kiém Fdrive > tai vé  |EZ
g0 vao dudng dan va dang nhap nhu giao dién web.

FDRIVE

Giao dién app sau khi dang nhap xong

22:37 4 ol T -

< More Credentials

g I
B Select

<~ Sort by date
{currently sorted by name)

. Documents

CLOUD ACCOUNT

FTI Public [£\ o
] 2 t5) &5 Transfers ® tuannh32 hitps:/fnc. fdrivevn
2 T Sort descending
T (currently sorted ascending) Photos 4y Activity
(7] Group alphabetically
Shares PERSONAL INFO
- TEST <
@”h Group by file type 4 minutes aq Full name tuannh32
O F-Drive
@ S a Hudng Dan Backup & Restore Sym...
0 days 3,0 ME s Xal MANAGE ACCOUNT
[=) v Folders on top InstallGuide.pdf #  Change password
pver 30 days 12 M €d FriProject

+ Add account

Nextcloud Manual.pdf
ver 30 days 4 ME
EI Nextcloud.mp4

. SW_DVDS_Office_Professional_Plu...

-
W Delete account

O Settings

ﬁ zDriver for PC FPT.zip

O trang thai dang nhap hién thi lan dau, App mobile hién thi danh sach cac file, folder
trén Fdrive, dé xem 1 file, user can tai vé dién thoai. Ung dung cho phép up dit liéu 1én
Fdrive.

Ap dung twong tu cho cac nén tang OS khac.



