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HUONG DAN SU’ DUNG
CAC SAN PHAM CUA OFFICE 365

Hop dong so6: 25/KTQD-FPT
Cung cap hé thong Office trwc tuyén va thw dién tir
Trwérng Pai Hoc Kinh Té Quoc Dan.



&0 Noi dung chinh

. Gi®i thiéu ve Office 365 va cac san pham cla
Office 365.
. Hwéng dan str dung cac san pham cua Office 365
trwe tuyéen trén Web Portal.
—  Hwéng dan st dung trang dang nhap va thay déi Password.
— Huwoéng dan sﬂ’rdung hé thdng Email Online trén trinh duyét
web va cac thiét bi di dong.
—  Hwéng dan st dung cac san pham Office 365 trén web.
IIl. Hwéng dan cai dat va st dung cac san pham
Office 365 trén may tinh ca nhan.



GIOI THIEU VE OFFICE 365
VA CAC SAN PHAM CUA OFFICE 365.




IFIP/TA . Giéi thiéu vé Office 365 va
c&c san pham cua Office 365.

Office 365 la gI?

 Office 365 la dich vu dién toan dam may cua Microsoft
nham nang cao ndng suat lam viéc.

 Office 365 chinh la cac trng dung trong bd trng dung
van phong Microsoft Office nhw Word, Excel, Power
Point cdng v&i cac irng dung van phong thong dung
khac nhw la: Thw dién ti, chia sé file, cac rng dung
hdi hop va trao ddi trwc tuyén, cong théng tin dién to
doanh nghiép, mang xa hi doanh nghiép,...



IFIP/TA . Giéi thiéu vé Office 365 va
cac san pham cua Office 365.

Office 365 la gI?

» Microsoft Office 365 bao gdm Microsoft Office Online,
dich vu email Exchange Online, dich vu lwu tri file
OneDrive, SharePoint Online, ... t6 hop trong mot dich
vu dam may luon luén duwogc cap nhat.

» Office 365 ho tro ngwdi dung cdng tac dé dang hon tor
bat clr noi nao va trén hau nhw bat ky thiét bi nao, voi
nhirng ddi tac trong va ngoai td chirc mét cach don
gian voi dé an toan cao.

+ Theo d6, Office 365 sé& ho tro hau hét cac trinh duyét
pho théng hién nay nhu Firefox, Safari, Chrome, Coc
coc.



IFIP/TA . Giéi thiéu vé Office 365 va
c&c san pham cua Office 365.

Office 365 khac vé&i bé trng dung Microsoft Office

2010, 2013, 2016 chlng ta van hay dung & diém gi?

« V@i cac goi dang ky Office 365, ban sé nhan dwoc cac
(rng dung Office dwoc cai dat day du: Word, Excel,
PowerPoint, OneNote, Outlook, Publisher va Access
(gibng nhw Microsoft Office thwdng dung).

« Ban c6 thé cai dat Office 365 trén nhiéu thiét bi, gém PC,
may Mac, may tinh bang chay Android, dién thoai chay
Android, iPad va iPhone.

« Ngoai ra, voi Office 365, ban sé nhan dwoc cac dich vu
nhw lwu triv trwe tuyén véi OneDrive, st dung trwe tuyén
Email Online, dich vu ghi chu trwc tuyén OneNote, cac
dich vu lam viéc nhém va trao dbi tai liéu. 6



IFIP/TA . Giéi thiéu vé Office 365 va
cac san pham cua Office 365.

Office 365 khac vé&i bé trng dung Microsoft Office
2010, 2013, 2016 chlng ta van hay dung & diém gi?

. Office dwdi dang goi mua mét lan tich hop cac rng dung
nhw Word, Excel va PowerPoint dé str dung trén moét PC
hoac may Mac.

» Nhing (ng dung nay sé khong tw dong cap nhat; dé tai
phién ban m&i nhat, ban phai mua lai Office khi cé phién
ban mai.



IFIP/TA . Giéi thiéu vé Office 365 va
cac san pham cua Office 365.

Office 365 khac vé&i bé trng dung Microsoft Office
2010, 2013, 2016 chlng ta van hay dung & diém gi?
 Céc phién ban trng dung Office hién tai san co dwoi
dang géi mua mdt lan la Office 2016 for Windows va
Office 2016 for Mac. Cac phién ban trwéc day
gom Office 2013, Office 2011 for Mac, Office
2010, Office 2007, Office 2008 for Mac va Office 2004
for Mac. Office 2010 va Office 2007 twong thich voi
Windows 8.1 tré xudng.

. Office dwéi dang géi mua mét lan khéng tich hop bat ky
dich vu nao cé trong Office 365 va sé khéng str dung
dwoc trén nhiéu thiét bi may tinh cing luc ciing nhw trén
dién thoai di dong. a



IFIP/TA . Giéi thiéu vé Office 365 va
c&c san pham cua Office 365.

Lo ich cua viéc str dung dich vu cua Office 365:

* Lam viéc moi luc, moi noi: Du ban dang lam viéc &
van phong hay dang di chuyén, ban ludn c6 mét bd
cOng cu nang suat cong viéc than thién va tot nhat.

« Cac wng dung Office ludn la nhirtng phién ban méi
nhat gitp ban tao, chinh st¥a va chia sé tir PC/may
Mac hoac thiét bj iOS, Android hay Windows cung bat
cw ai trong thoi gian thyc.



IFIP/TA . Giéi thiéu vé Office 365 va
cac san pham cua Office 365.

Lo ich cua viéc str dung dich vu cua Office 365:

e COng cu danh cho chuyén gia:

> Tao thwong hiéu cho dia chi email cap doanh nghiép
cla ban clia ban bang tén td chirc dé xay dwng sy
nhan biét tén va tiép thj doanh nghiép cla ban bang
cac tai liéu tiép thi tuy chinh dé tao.

> Két ndi tot hon véi khach hang va dong nghiép véi
mot loat cac cong cu giao tiép, tr email va cho toi
mang xa hdi va hdi thao video.
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IFIP/TA . Giéi thiéu vé Office 365 va
c&c san pham cua Office 365.

Lo ich cua viéc str dung dich vu cua Office 365:

e CoOng cu danh cho lam viéc nhom: V¢&i 1 TB dung
lwong Iwu trir cho méi ngwdi dung, ban sé co nhiéu
dung lwong cho tat ca cac tép cta minh. Ngoai ra, vi
céc tép clia ban dwoc lwu triv trwe tuyén, ban co thé
chia sé v&i moi nguwoi trong hoac ngoai cong ty, du
ban dang lam viéc tr bat ky dau, bat ky ltc nao ban
can.
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IFIP/TA . Giéi thiéu vé Office 365 va
cac san pham cua Office 365.

Lo ich cua viéc str dung dich vu cua Office 365:

. Dé dang thiét 1ap va quan ly:

> V&i hwédng dan tivng bude, ban cé thé dé dang thiét
lap nguwdi ding va nhanh chong bat dau st dung dich
vu.

> Ban co thé truy nhap vao trung tam quan tri dé st
dung ttr bat c&» dau dé quan ly tat ca dich vu cda minh.
Pong théi Office 365 phu trach phan CNTT cho ban,
nh& dé cac dich vu cua ban sé lubn dwoc cap nhat va
hoat dong tot.
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IFIP/TA . Giéi thiéu vé Office 365 va
c&c san pham cua Office 365.

4 Lo ich Office 365 ban quyén:

« Puwoc st dung phién ban ma&i nhat va day da cua cac
trng dung van phong: Word, Excel, Power Point, One
Note,Outlook, Publisher, Access.

« M6t Key ban quyén dwoc kich hoat va st dung trén
nhiéu thiét bj: 5 thiét bi cho méi tai khoan.

« Nhan 1 TB dung lwong Iwu triv trwe tuyén OneDrive,
chia sé di¥ liéu & bat c& noi dau, trén tat ca thiét bi.

« Puwoc cap nhat nhirng tinh ndng Office m&i nhat suot
th&i gian sty dung.

13



IFIP/TA . Giéi thiéu vé Office 365 va
cac san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:

Word Online:

« Tao cling nhw chinh stra so yéu ly lich, ban tin va tai
liéu dep mat, dong théi mdi nhivng nguwdi khac xem lai
va dong tac gia trong thoi gian thuec.

« S dung v&i cac chirc nang nhw cua Word ban cai dat
dudi PC nhwng da dwoc rut gon mot sO chirc nang.

* File dwoce lwu tri trwee tuyén trén One Drive dé co thé
truy cap tlr bat cir noi ndo, co thé tai vé ngay tai chd.

« Thém chlrc nang v&i phan bd tro danh cho Office
mién phi—nhw phan bd tro Wikipedia dé nghién ctru
trec tuyén nhanh chong va dé dang khi ban soan thaq,



IFIP/TA . Gi&i thiéu vé Office 365 va
cac san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:
Word Online:

Word Online

AaBbCc | AaBbCc AaBbCC AaBbCc  AsBbCe 4 Find

A
B I U a3k x x° a¥- &v = == = 1§v 3=~ Norma \o Spacing Heading Heading 2 Heading3 | _ E'gc Replace
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IF|P[T) |. Gi&i thiéu ve Office 365 va

c&c san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:
Excel Online:

Sap xép va phan tich di liéu ctia ban trong cac bang tinh
va sb lam viéc Excel. Tat ca thay dbi cia ban déu dwoc lwu
twr dong khi ban nhap.

Hién thij thdng tin clia ban trong cac biéu dd va do thi hién
dai, dwa cac cot chira so thanh théng tin chuyén sau gia tri.
Coéng tac trwe tuyén trong thdi gian thwe khi biét rang moi
nguwdi dang lam viéc véi phién ban méi nhat.

St dung v&i cac chirc nang nhw cua Excel ban cai dat
dwdi PC nhwng da dwoc rut gon mét sd chire nang.

File dwoc lwu trir trwe tuyén trén One Drive dé c6 thé truy
cap tr bat clr noi ndo, co thé tai vé ngay tai ché. 16



IFIP/TA . Gi&i thiéu vé Office 365 va
cac san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:
Excel Online:

Excel Online  Documents

FILE HOME NSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IN EXCEL
.. ¥ o . . — [mm] [l
no Calibri A == B Wrap T | D &= EX E p %W
Em Copy
Pest @ B I U Dacii-O-A~ === &35 EMergedCent $ F F Insert Delete Form | Sorté
* Format Painter bl - - Filt:
Clipl Cells ting

Sheetl O]
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IF|P[T) |. Gi&i thiéu ve Office 365 va

c&c san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:
PowerPoint Online:

Bién cac y twdng cla ban thanh cac ban trinh bay cudn hut
chi trong vai phut bang cach st dung cac mau chuyén
nghiép. Hoan toan mién phi.

Thém s& thich vao céac trang chiéu ctia ban bang cach s
dung hinh ddng, chuyén tiép, anh va video trwc tuyén.
Pong tac gia véi nhom cla ban trén cung mét ban trinh
bay, trong cung moét ldc, te moi noi.

St dung v&i cac chirc nang nhw cua Power Point ban cai
dat dwdi PC nhwng da dwoc rat gon mét so chire nang.
File dwoc lwu trir trwe tuyén trén One Drive dé c6 thé truy
cap tr bat clr noi ndo, co thé tai vé ngay tai ché. 18



GED . Gi&i thiéu vé Office 365 va
cac san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:
PowerPoint Online:

PowerPoint Online Documen ts resentation - Save & Share Dang
FILE HOME NSERT DESIGN TRANSITIONS ANIMATIONS REVIEW VIEW Q Tell me what you want to do OPEN IN POWERPOINT
'T__L‘ Bl Co | _| [E=] Layout ’__.‘-.Z' AP Find
EE) Copy :
Dot . i3] Duplicate Slide
asie New

w Shapes
Slide A4l Hide Slide -

Click to add title

Click to add subtitle

= Click to add notes 19



IFIP/TA . Giéi thiéu vé Office 365 va
c&c san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:
OneNote Online:

« Microsoft OneNote (tén goi cl: Microsoft Office
OneNote) la mét chwong trinh may tinh dwoc phat
trién bi tap doan Microsoft véi muc dich gilp cho
viéc thu thap, ghi chép thong tin khdng dinh dang va
hd tro 1am viéc nhém véi nhiéu nguwdi st dung.

« Chuwong trinh nay co thé thu thap cac ghi chép cua
ngwdi dung dwdi dang chir viét tay hay danh may, cac
hinh vé, cac di¥ liéu am thanh hay hinh anh va giup
ngwdi dung cé thé chia sé cac ghi chép cla minh trén

mang Internet.
20



IFIP/TA . Giéi thiéu vé Office 365 va
cac san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:
OneNote Online:

OneNote Online  Dang @ School

Dang @ School :q. Share
File Home nsert Draw View Class Notebook Print Q Tell me what you want to do Open In OneNote  Give Feedback To Microsoft
|E MNotebooks Find on this Page (Ctd+ 2 - ¥ SCIenCE: E|e{:trlca| CII’CUItS
+ Section + Page

Learning Activities  Science: Electrical Circuits
Overview
Student Examples Geography: South America

Ever wondered how a light works? For this activity, you'll learn how to design and construct a simple I
cecources Literature: Sleepy Hollow flashlight which uses a battery to light an LED.

History: Hieroglyphics

053 https:/ fvoutu, be/PIXM ASY HB2 M
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IFIP/TA . Giéi thiéu vé Office 365 va
c&c san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:

Sway:.

* Sway la mét irng dung Office 365 giup ban va dong nghiép cua ban
thé hién y twdng bang cach str dung mét btre vé mang tinh twong
tac trén nén web.

» Cong cu thiét ké clia Sway gilp ban nhanh chéng va dé dang tao ra
cac thiét ké chuyén nghiép, mang tinh twong tac va dep mat tl hinh
anh, van ban, tai liéu, video, ban dé va hon thé nira.

» Banciing c6 thé stra dbi két qua dé co dwoc giao dién ddc dao ban
mong muodn. Sway gilp tac pham cua ban hién thi tuyét v&i trén moi
trinh duyét, trén moi man hinh va ban c6 thé chia sé tac pham ql]a
minh v&i khach hang va dong nghiép ma chi can giri mét lién két.

22



G50 . Gi®i thiéu vé Office 365 va
cac san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:
Sway:.

Start from a topic Start from a document

My Sways  Edited Viewed Deleted By date edited

After you've edited some Sways, they will be shown here.

Start from a template

Blog [Enhanced] DIY project Bulletin

Get inspired by lessons in Sway

Solutions to the World's
Habitats Desertification Adapt and Survive Biggest Problems 23




IFIP/TA . Giéi thiéu vé Office 365 va
c&c san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:

OneDrive:

« OneDrive for 1a mét phan tich hop cta Office 365 (cu
thé la SharePoint Server) va cung cap mot noi trong
dam may dé ban co6 thé Iwu trr, chia sé va dong bd
cac tép cong viéc cua minh.

 Ban c6 thé cap nhat va chia sé t&p cia minh t&r moi
thiét bi véi OneDrive. Ban con c6 thé lam viéc trén cac
tai lieu Office cung mot ldc voi ngudi khac.

24



|. Gi&i thiéu vé Office 365 va
cac san pham cua Office 365.

®

Céac rng dung trwc tuyén cua Office 365:
OneDrive:

Office 365 | OneDrive [ Jseinson

2 Search —+ New ~ T Upload ~ £3& Sync |5 Sort v~ H @

Dang Quoc Hung FileS

Files B
(1 MName T Madified Moadified By File Size Sharing

Recent

. BE  Attachments June 12 Dang Quoc Hung & Only you

Shared with me

:!€C'_',-"C|E‘ bin BT Notebooks Manday at 2:11 AM Dang Quoc Hung A Only you

National Economics Universit ﬁ Book.xlsx Yesterday at 12:04 AM Dang Quoc Hung TA4 KB & Cnly you

Groups bring teams together. )

Join one or create your own. Document.docx Monday at 11:53 PM Dang Quoc Hung 106 KB & Only you
Document1.docx Maonday at 11:54 PM Dang Quoc Hung 10.6 KB A Only you
T Presentation.pptx Yesterday at 1:31 AM Dang Quoc Hung 288 KB & Only you
[E  Setup.X86.vi-vn_0365ProPlusRetail_08069b00-dd54-4cd9-bbaa-b5263... May 15 Dang Quoc Hung 3.80 MB & Only you
Tai liéu.docx Yesterday at 11:47 PM Dang Quoc Hung 10.6 KB #* Shared

OneDrive admin
Get the OneDrive apps

Return to classic OneDrive
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IF|P[T) |. Gi&i thiéu ve Office 365 va

c&c san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:
Forms:

Microsoft Forms l1a mét phan m@i ctia Office 365 Education cho
phép gido vién va hoc vién tao cac bai kiém tra, khdo sat, bang cau
hdi, dang ky tuy chinh va nhiéu ndi dung khac mét cach nhanh
chéng va dé dang.

Khi ban tao mot bai kiém tra hay biéu mau, ban c6 thé mi nhirng
nguwdi khac phan hoi bai kiém tra hay biéu mau dé bang cach s
dung trinh duyét web bat ky, thAm chi trén céac thiét bi di dong.

Khi két qua dwoc givi di, ban c6 thé st dung tinh ndng phan tich tich
hop san dé danh gia phan hoi. D& liéu biéu mau, nhu két qua bai
kiém tra, c6 thé dwoc xuat dé dang sang Excel dé phan tich bd sung
hoac phan loai.

26



G50 . Gi&i thiéu vé Office 365 va
cac san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:
Forms:

My forms  Other forms o

New Form

Untitled quiz Untitled form

New Quiz

27



IFIP/TA . Giéi thiéu vé Office 365 va
cac san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:

Planner:

» Gilp hoat dong lam viéc nhém tré nén on dinh, ddng
th&’i hoan thanh duwoc nhiéu viéc hon.

« Planner gitip nhom cutia ban dé dang tao ké hoach
mai, to chirc va gan tac vu, chia sé tép, tro chuyén vé
nhirng viéc ban dang lam va cap nhat tién do.

28



G50 . Gi&i thiéu vé Office 365 va
cac san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:
Planner:

Office 365 ‘ Planner o A B ?

E Dao tao sir dung dich vy Office.. [ Board E Charts @ Members ~

To do Add new bucket

_|_

Set due date

A, Assign

Add Task

29



IFIP/TA . Giéi thiéu vé Office 365 va
c&c san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:
Teams:

* Microsoft Teams la tinh ndng méi dwoc dwng san
trong Office 365 giup kién tao nén tang hoi thoai toi
wu, xay dwng mot khdng gian lam viéc tién tién va tap
trung, nang cao hon hiéu qua lam viéc nhém.

* Microsoft Teams sé dwa toan bd thanh vién, moi cudc
hoi thoai, nhirng ndi dung va cac cong cu... ma cac
nhém lam viéc can co6 vao khéng gian chung, giup moi
cong viéc co thé duoc gidi quyét theo cach wu viét
hon, dé dang cong tac va xi ky hiéu qua.

30



G50 . Gi&i thiéu vé Office 365 va
cac san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:
Teams:

Q © 1| L&p Toan Cao Cap 1> General -

ions  Files Class Notebook  Assignments —+

!‘e
h T

Welcome to the class!

Try @mentioning the class name or student names to start a conversation.
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IFIP/TA . Giéi thiéu vé Office 365 va
cac san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:

Sharepoint:

 ng dung s dung nén tang website cta dich vu dam
may Office 365, dung dé chia sé va quan ly néi dung,
kién thirc va cling cac (rng dung gidp ho tro cho lam viec
nhom, nhanh chong tim thong tin va céng tac lién mach
trong to churc.

« Cac t6 chirc str dung SharePoint dé tao website. Ban c6
thé dung tng dung nay nhv mot noi an toan dé Iwu tri,
sap xép, chia sé va truy nhap thong tin tir moi thiét bi.
Moi th& ban can chi la mét trinh duyé&t web, chang han
Microsoft Edge, Internet Explorer, Chrome hoac Firefox.

32



G50 . Gi®i thiéu vé Office 365 va
cac san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:
Sharepoint:

Office 365 SharePoint

BROWSE PAGE {:J SHARE
Home # EDITLINKS Search this site
H National Economics University Team Site

Home Newsfeed
MNotebook

Start a conversation @ New I Upload s Sync
Documents

Pages v [ nName
) It's pretty quiet here, Invite more pecple to the site, or start a conversation.
Site Contents

Documents

Drag files here to upload
Recycle Bin

# EDIT LINKS
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IF|P[T) |. Gi&i thiéu ve Office 365 va

c&c san pham cua Office 365.

Céac rng dung trwc tuyén cua Office 365:
Yammer:

La mang xa hdi rieng biét danh cho cac thanh vién trong cung moét
t6 chirc, dung cho viéc Thao luan cac y twdng, chia sé cac cap nhat
va trweng cau cau tra |1oi tir ddng nghiép trén toan thé gidi.

Yammer mang t&i cho nhdm cua ban mét cach thirc nhanh hon va
théng minh hon dé két ndi va cong tac trong toan té chirc.

Yammer |a mang x& hoi riéng gitp ban két ndi v&i dung nguwdi, chia
sé thdng tin gitra cAc nhom va té chire cac dy an. Chi cé dong
nghiép clia ban m&i c6 thé gia nhap. Vi vay, thong tin lién lac cla
ban trén Yammer 1& bao mat va chi hién thj dbi véi nguoi trong td
chirc cua ban ma thoi.
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|. Gi&i thiéu vé Office 365 va
cac san pham cua Office 365.

®

Céac rng dung trwc tuyén cua Office 365:
Yammer:

- RUNG 041 HOC KM TE QUK ol
Office 365 | Yammer @i ? | Dang Quoc Hung
W Update B Poll ¥ Praise 1 Announcement
n = A o 7 . GETTING STARTED
20%
Search What are you working on? @ } )
Write your first post
Follow your coworkers
NATIOMNAL ECONOMICS UNIVER... =+
- W Start a Group
All Company 20+ DISCOVERY ALL FOLLOWING £=1
N

Get the Yammer Mobile App

+ Create a group 22 All Company

= ISR N e Pham Huyen — August 10 at 10:14am
o i . ) . INVITE YOUR COWORKERS
has #joined the National Economics University network. Take a moment to welcome
Pham. Yammer works bast when

| your team is here too.
wh LIKE 4 REPLY o SHARE o ‘ ’

Invite them now
Pham Huyen likes this

€ #Joined APP DIRECTORY
3 new featurad apps added to the
@ Bui Hai — August 10 at 10:25pm App Directory this week.

Pham Huyén c6 phai ld Pham Huang Huyén khéng nhi?

PRIVATE MESSAGES + SUGGESTED PEOPLE
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HUONG DAN SU DUNG
CAC SAN PHAM CUA OFFICE 365
TRUC TUYEN TREN WEB PORTAL
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Il. Hwéng dan str dung céac san
pham cua Office 365 trwc tuyéen.

HUONG DAN SU DUNG TRANG BDANG NHAP
VA THAY POl PASSWORD.
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Eﬂﬂ 2.1. Hwéng dan sir dung trang déng
nhap va thay doi Password.

« Trén trinh duyét truy cap vao dwéong dan:
https.//www.portal.office.com

_/ Tab mai X \D

C | [ portal.office.com|

[ portal.office.com - Ding nhap tai khoan cia ban

Q, portal.office.com - Tim kiém trén Google
[0 portal.office.com/home

[0 portal.office.com/admin/default.aspx
[0 portal.office.com/ols/mysoftware.aspx

[0 portal.office.com/ecp
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G465,

2.1. Hwéng dan s dung trang dang

nhap va thay doi Password.

Pién tén dang nhap

] Office 365

Work or school account

hungdq19@neu.edu.vn

Password

Keep me signed in

Can't access your account?
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Eﬂﬂ 2.1. Hwéng dén siv dung trang dang
nhap va thay do6i Password.

« Sau khi dién tén dang nhap, giao dién sé tw dong

chuyén sang trang dang nhap cla trwudng — Dién mat
khau dé dang nhap.

e o S
pe FES7A%  TRUONG DAI HOC KINH TE QUSC DAN
ﬁ NATIONAL ECONOMICS UNIVERSITY

This is Mail Online System.

a4

hungdq19@neu.edu.vn

..........

L B
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IF|P[T) 2.1. Hwéng dan st dung trang dang
nhap va thay doi Password.

C6 3 cach dién tén dang nhap khi & trang cla trudong:
 Céch 1: bién day da tén email.
Vi du: hungdgl9@neu.edu.vn

 Céch 2: Dién tén tai khoan theo ct phap: NEU\ téndn
Vi du: NEU\hungdql19

S,

)‘} TRUGNG DAI HOC KINH TE @udc DAN

oooooooooo

41



Eﬂﬂ 2.1. Hwéng dan str dung trang dang

nhap va thay doi Password.

Céach 3: Chi dién mdi tén dang nhap:
Vi du: hungdgl9

,U""TQ‘L‘
:&N “rc > o - -
= Z TRUONG PAI HOC KINH TE QUOC DAN
“0%‘;’9" NATIONAL ECONOMICS UNIVERSITY
=

This is Mail Online System.
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Eﬂﬂ 2.1. Hwéng dén siv dung trang dang
nhap va thay do6i Password.

. Pé thay dbi Password, trén giao dién dang nhap, click
vao muc Change Password.

This is Mail Online System.

hungdq19@neu.edu.vn

..........

Change Password
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G465,

2.1. Hwéng dan st dung trang dang
nhap va thay doi Password.

" A A v ~ o“‘mrta"/ao
'D|en ten dang nhap dang ggt?ﬂ% TRUGNG DAI HOC KINH TE @udC DAN
déy dl] \%l NATIONAL ECONOMICS UNIVERSITY
. &res

hungdgl9@neu.edu.vn
Dién mat khau ci
Pién mat khau maoi
Nhap lai mat khau maoi oid paswor
Bam Submit dé xé&c nhéan
thay doi password
Bam Cancel dé hay ndi T T
dung da diéen.

Dé quay lai trang dang ~ eecesonese e

nhap, click vao here

Update Password

1

Confirm new password

a4


mailto:hungdq19@neu.edu.vn

Eﬂﬂ 2.1. Hwéng dén siv dung trang dang
nhap va thay doi Password.

* Sau khi dang nhap thanh cong, giao dién hién ra la
trang portal Office 365, quan ly tat ca cac dich vu san
pham cua Office 365 cua tai khoan do.

Office 365

Good morning

02




G465,

HUONG DAN SU DUNG

HE THONG EMAIL ONLINE TREN TRINH DUYET WEB
VA CAC THIET Bl DI DPONG

46



Eﬂﬂ 2.2. Hwéng dan str dung hé théng
Email Online trén trinh duyét web.

Trén trinh duyét truy cap vao trang web :
https://outlook.office.com/owa/?realm=neu.edu.vn

1ab mai X

C ) D https//outiook.office.com/owa/?realm=neu.edu.vn

O https://outlook.office.com/owa/?realm=neu.edu.vn

Q https://outlook.office.com/owa/?realm=neu.edu.vn - Tim kiém trén Google

47
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Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

« Hoac trén trang portal quan ly cac irng dung Office
365, click vao muc Mail:

Office 365

Good morning

02




Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

« Hoac truy cap vao trang chu http://www.neu.edu.vn roi
vao muc Dich vu, vao Hop thw, cach lam nhw trong hinh:

[ <& @ TrudngPaiHocKinhTé X + v

&~ — 0O ‘ neu.edu.vn

THONG TIN NOI BO SITEMAP EMAIL

)\ TRUGNG'DAI HOC KINH TE QUOC DAN

INIVERSITY
1.Trén trinh duyét truy cap T,

vao trang web ) e / ' & e
E  NGHIEN CU'U KHOA HOC  TWYEN SINH e
http://www.neu.edu.vn i

hugng trinh Thac siA E-Office 5  » TH(C
Hap thu

\ £ Thu vién ~l

INH VIEN

AM 2017  » Tuyénsinhc

~—

1. Click vao Email
hoac
2.Trd chuét tdi muc Dich vu g > Quiniydaotao AV

Email Sinh Vién

CSDL dién tir

3.Click vao Hop thw

» Web cli NEU tr Ngan har

té (IFC) va

» Tra cu van bang

49
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http://www.neu.edu.vn/

G50

2.2. Hwéng dan str dung hé thong
Email Online trén trinh duyét web.

dang nhap.

Pién tén dang nhap va mat khdu — Bam Bang nhap dé

NATIONAL ECONOMICS UNIVERSITY
KET né1 TRI THUC - wOne BUOC TUONG LAI

"“2""‘:,&;! 0‘% P
£ Q‘“’ TRUGNG DAI HOC KINH TE QUOC DAN
&

1. Dién tén dang nhap
va mat khau

Sign in with your organ‘iW

hungdq19@neu.edu.vn

2. Bdm Dang nhap/Sign in j

m«/{ ERENAE:

Change Password

50



Eﬁﬂ 2.2. Hwéng dan str dung hé théng
Email Online trén trinh duyét web.

« Bam vao biéu mi tén > trén man hinh dé tiép tuc

B&m vao dau > dé
tiép tuc

[ N N N ] 51




Eﬂﬂ 2.2. Hwéng dan str dung hé théng
Email Online trén trinh duyét web.

« Chon ngdn nglr mudn hién thi

,’_ _

Chon ngbn ngir
mudn hién thi

< First, we need to set up a fewhings >

. . . ¥
Language ‘ English (United States) - ‘

sveriska (Finland) -
Time zone svenska (Sverige)
Tiéng Viét (Viét Nam)

Tarkce (Tarkive)

Tarkmen dili (Tarkmenistan)

Valencia (Esparya)

ExAnuicd (EAAGSQ) |

Benapyckan (benapyce) 52
Guarapckl (Brarapua) -



Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Chon mui gio muon st dung, & day chon mui gio UTC
+07:00 Bangkok, Hanoi, Jakarta r6i bam > dé tiép tuc.

-
/:é [ 2.B8m vao > dé tifp tuc J

1.Chon Mi gidy
(UTC +07:00) Bangkok,
Hanoi, lakarta

(UTC +07:00) Bangkok. Hanoi, lakarta

53



Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

 Chon chua dé giao dién rdi bam > dé tiép tuc.
« Néu khéng chon gi thi sé& s dung chi dé mac dinh.

Chon 1 cha dé ban |
mudn roi bdm > pé
tiép tuc.

—p

ao dau an cua ban

-llIllIJv q
1 ZEEELAEER

B 'EEEEEAE

B EEEEEEE
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2.2. Hwéng dan str dung hé thong

.,} Email Online trén trinh duyét web.

Nhap chir ky mudn st dung & cudi mébi thw réi bam > Dé tiép tuc.
Néu khéng mudn st dung chi¥ ky c6 thé xéa chir ky méac dinh
“Chutrc danh, cong ty” di r6i bam > bé tiép tuc
Néu khéng mudn Thay ddi chi¥ ky cla
sty dung chid ky cd o _ ban rbi bam > dé tiép

nem chnu £y Cua pan tuc

thé xoa ndi dung
cO san va dé trong

(gl —FontSizes -

B I A~

< Cong >

55



IF|P[TA 2.2. Hwéng dan sir dung hé thong
Email Online trén trinh duyét web.

» Néu khdng muon st dung chi ky c6 thé xda chir ky mac
dinh “Chutrc danh, cong ty” di r6i bam > Deé tiép tuc.

MEu khéng mudn
sir dung chi¥ ky
cd thé xda va dé
tréng roi bam =
dé tiép tuc

B ‘r i -

11
il
ihl
E
=



Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

« Chd& cho qua trinh cai dat 1an dau hoan tat.

Sap hoan tat



®

2.2. Hwéng dan str dung hé thong
Email Online trén trinh duyét web.

* Giao dién hom thuw trén web:

Office 365 | Outlook [l Dang Quoc Hung .*
Tim kigm Thu va Moai ng... 22 ® Mdi|v M Xoa & luutrt Thuric|v  Quétdon Dichuyéndén v  Théloai v ses ¥) Hoan tac
® Thu muc Uu tién Khac Loc v Tesst
~ Yeu thich Ti&p theo: Hop nhan vién ® Ha N&i, Ha N Hém nay [
o o testmaild ~ B » O Tiitita |v
rop T aEn testmail4 Su 21/07, 2418 CH
Muc d3 GIi Tesst 21/07/2017

dangquechung00@gmail.com; Dang Quoc Hung; quochungdang.ptit@gmail.com ¥
) . Tesst {0} Title Company
Muc d3 xdabo 2

Conversation Histo Microsoft Online Services Team Tesst
Yéu ciu Dit lai Mat khau Microsoft Online Se 20707/
DEng QT FTE Yéu ciu dat lai mat khau cda ngudi ding  Ngudi du... {O}
W TR Title
. Microsoft Online Services Team Company
Ban nhap 3 i
Yéu ciu Pat lai Mat khau Microsoft Online Se
~ Muc d3 Giri Y&u ciu dit lai mat khiu cia ngudi ding  Ngusi du...

v Muc d3 x6a ba 2 . . .
: Microsoft Online Services Team

v Conversation Histo Yéu ciu it lai Mat khdu Microsoft Online Se 1
Yau ciu dit lai mat khiu cia nguai ding  Ngudi du...

Dang ky RSS

Email Rac 9 Microsoft Online Services Team

Ghi cha Yéu ciu Dt lai Mat khdu Microsoft Online Se
: Yéu cau dit lai mat khdu cia ngudi ding  Nouai du...

ha
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Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

« Pé doc thw, bam truc tiép vao tirng thw dé doc, nhwng
thw chwa dwoc doc sé cO phan ndi dung dwoc in dam
va cO phan vién bén tay trai | mau xanh

~ Thu muc Uu tién Khac Loc v

Hép thu dén 2 Tiép theo: Khéng o sy kién nastrong [ Lich céng tic
Muc da G Darg Q Hung e P -
Kh: b Xin chiao 11:13 5A
P y )
~ Nhém / f’*

!
s
J_.r'Harn qua

i
il
i
."l .r'r "\ + -
| / Quoc Hung
i Fy - ™
Cac nhém cung ca 0 il Chan chis
. * Curng Ca 0 F, Lh&0 Chbd
Aguen khdng r__ ; ¢

Tufin trudc

" f 4
IRAT PR Fy Son Trink Thanh (ISE_FIS-HN)
I
+ T {7 . sss Nim 27/04
./ - .

i e
ff
-'_.-"'_ﬁ:--"'

[

1 Nhitng thw chua dugc | -
! ‘ doc s& oo phan ndi dung ‘ 1thgth}rﬂﬁ.m{¢
duric in ddm va co phin D LT B 1
vien bén tay trai | mau
xanh

dung & cd cung maot
mau den

59
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IF|FITh

2.2. Hwéng dan str dung hé thong

Email Online trén trinh duyét web.

« Pé doc thw dén, nhan vao mot thw dén bat ky sé hién ra chi tiét

trong ngan doc.

« Trong ngan doc chia tiéu dé thw, nguoi giri thw, ngay gio guv,
nguwdi nhan thw, ndi dung thw, phan bo tro, Iwva chon bam deé thich

thw nay va muc tra I&i tat ca.

i =
- |

rd
.I_.-"

rd

rd

/
-I_.I'
Tigu dé
thw

Mo dung
thuw

o -
AL
,
"\n.__ A

o = - = \"\. ..-l.

Tén va dia chi Y
email nguéi glvi ‘*-.\‘"-.H

thw, ngay gio ANY

gUri va tén \‘"1:'-_~

ngueri nhan \‘QPJ

Ph&n bd tro, bat chon
thich thuw nay va tra

l&vi tat ¢ 60



G50

2.2. Hwéng dan str dung hé thong
Email Online trén trinh duyét web.

« DPé givi thw, bam vao + M&i & phia dwdi chir Outlook.

Office 365
Tim kiém Thu va Moi ngud J:' ®) Mdi — !

A Thu myc
Hop thu dén 1
Muc da Guf
Khac

A MNhom M

go4

Lac nhom cung cap cho moi
ngudi khéng gian chia sé che
cmanl, B heu va lap hch bedu

Tur K.

= Kham oha

+ Tas

Qutlook

P& gl 1 the mdi,
bém vao day dé tao

Uu tién Khac Loc

Ti€p theo: Khéng cé su kién ndotrong [ Lich cdng téc

Quéc Hung

Chao chao

Tulin trude

Son Trinh Thanh (ISC FIS-HN)

b Mam 2704
han van ba
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Eﬂﬂ 2.2. Hwéng dan str dung hé théng
Email Online trén trinh duyét web.

Pién dia chi email cia ngw®i mudn g t&i ciing ndi
dung email r6i bam Guri.

. pign email ngwdi nhan, |
| chd d& email, ndi dung
email va bam glri




G55 2.2. Hwéng dan sir dung hé thong
” Email Online trén trinh duyét web.

« Pé tim kiém thw va tim kiém i | Office 365 |
nguoi, nhap dia chi email ma
ban muén tim thw vao 6 Tim
kiém Thw va Moi nguai. Hopthuden 26

Muc da Gu

Muc d3 xoa bo 1
Khac

A Nhom

pﬂq..

ngudi khong gian chia sé cho
email, tai lidu va 1ap lich biéu

¥

Kham pha




I/ 2.2. Hwéng dan sr dung hé thong

]

« Ngoai ra c6 thé thuc hién cac
hanh déng khac bang nut v
bén canh phan tra I&i tat ca,
cac hanh dong khac dworc liét
ké nhuw sau:

Email Online trén trinh duyét web.
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IF|FITh

» Loc thw: loc thw theo yéu cau clia nguwdi ding bang
cach nhan Loc trong Thw muc, chon yéu cau loc thuw
sau do sé hién thi cac thw da loc theo yéu cau do.

2.2. Hwéng dan str dung hé thong
Email Online trén trinh duyét web.

"'A .l«

U MUC
Hop thu dén

Muc da Gy

%

Uu tién Kha

“““““

Nhan Loc " 'ves

Chon cac
yéu cau loc

¢ v Hién thi Hop thy dén Uu tién

65



G465,

2.2. Hwéng dan str dung hé thong
Email Online trén trinh duyét web.

« Cac Iénh nhanh thwc hién trén thu:

—— —

) Mai| v ﬁué B luutrd Thuric|Y  Quétdon  Dichuyén dén v Thé@ wes

Hop thu dén Loc Pé xuat cha Northwind
Alex Darrow o o=
IL?_E fl:ui'i I:.'.zll-.l"-ll‘.'lr'..‘".-i.ll":ﬂ __ [:} L . 10W0R 0 6 = i‘-q'" Alex Darrow

Kate Jardan %

Lénh Xéa: dé xda thw da chon
Lénh lwu trir: thw dwoc chon sé dwoc chuyén téi hom thw lwu triy
Lénh thw rac: dé bao céo véi td chirc vé thu dwoc chon la thw rac
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Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

— —

) Mai| v ﬁné B luutrd Thuric|Y  Quétdon  Dichuyén dén v Thérg_;i_:_-':) wes

Hop thu dén Loc Pé xuat cha Northwind

L]

Alex Darrow i P> -
B wudt oka Northwlnd E:J':. By __E‘-q_'- Alex Darrow

LI
5 | § N -y 15 | ol T T
|IRF 1 ik e e wuadt. Hiy cho 27 rit ‘

* Quét don cho phép ban nhanh chong x6éa email khbng mong muén trong hop thw dén
cla ban. Khi ban chon mét thu,, ban cé thé tw ddng x6a bd tat ca email dén tw
nguwdi gri, Gilk chi email méi nhat, hoac xéa email ci hon 10 ngay.

Dichuyén dé cho phép ban di chuyén thw moét thw cu thé hodc tw dong di chuyén tat
ca cac thw tr ngudi gri den thw muc khac.

»  Lénh Thé loai: Thé loai cho phép ban dé dang xac dinh va nhém céc thu. Chon ti
cac thé loai mac dinh hoac tao cho riéng ban va gan mét hoac nhiéu thé loai cho thw
cua ban.

«  Ngoai ra thém cac I&nh bang, hay chon mét thw, bAm «s« trén thanh menu Outlook,
sau doé chon lénh ma ban mubn thyc hién.

Kate Jardan %
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2.2. Hwéng dan str dung hé thong
Email Online trén trinh duyét web.

]

« Chudt phai vao thw dén sé hién ra cac tac vu nhanh
khac dée x& ly thw do.

@ Magi | v ifﬁ Xoa B Lluutrlr Thu Trd |&i Di chuyén > ’ Luu trlr
Tra |&i tit cd Phan loa > Hoép thu dén
- a . L .
UU tién Khac Chuyén tidp Tao quy tic Muc d& x6a bd
Tiép theo: Hop nhan vién » Ha Nai, Ha N Hém 1 . 1
Hoa Hién thi trong trinh doc chan thuc Email Rac
Microsoft Online Services Team Lutu it | i I
Yéu ciu Bt lai Mat khau Microsoft Online Se ¢ t PUETTHCEIN AREE. KRt tich suHor thoa
Y&u ciu dat lai mat khau cla nguéi dung  Ngusi do.,.  Panh dau la chua doc i, . .
Gan chinh sach > vang |r'7,‘ RSS
. ) ) Ghim -
Microsoft Online Services Team ) 4 . Di chuyén dén thu muc khac...
Yéu ciu Bat lai Mat khau Microsoft Online Se g ‘Ganco - —
Yeu cau dat lai mat khau cda ngudi dung  Ngudi du.. Binh dau 13 thu rac
i
Microsoft Online Services Team B qua ' Ghim | Loai mau cam

Yeu ciu B3t lai M3t khau Microsoft Online Se Di chuyé‘n d&n Hop thu dén Khac

Y&u c3u dt lai mét khdu cda nguéi dung  Nowdi du.. £ Gan co Loai mau do
Luén di chuyén d&n Hép thu dén Khac 5
: . . danh dau la thu rac v I Loai mau tim
Microsoft Onling Services Team L ; sty
Di chuyén >
Yéu ciu Bat lai Mat khau Micresoft Online Se Ni Bd qua 0ai mau vana
Yéu ciu dat lai mat khau cla ngudi ding  Nowdi du. Phan loai > -I =

Tao quy tic Di chuyén dén Hop thu dén Khac . Loai mau xanh duong
Microsoft Online Services Team '
Yau c3u B3t lai Mat khiu Microsoft Online Se - Hién thi trong trinh doc chan thuc Ludn di chuyén dén Hop thu dén Kha ! Loai mau xanh |a cay

Yéu cau dat lai mat khdu cda nquai ding  Nguei du..

- ¥em chi tigt thu Di chuyén > Xoa thé loai
[ i i Gén chinh sac > .
Microsoft Online Services Team an chinh sach | Phin losi > Quan ly thé loai.. 68
Yéu cau Bat lai Mat khau Micresaft Online Se Hai 0708 . R—
Yéu cau dat lai mat khau cda ngudi dung  Ngudi di... .|




Eﬂﬂ 2.2. Hwéng dan str dung hé théng
Email Online trén trinh duyét web.

Muc x0a bo:
 Chtra cac thv da duwoc xda bo

« CAac thw nay c6 thé phuc hdi, chon thw mudn phuc hai,
nhan Phuc hdi trén thanh Menu Outlook.

Office 365 = OQutlook

o p ':.'F' Wi | ¥ !;' Tra i tat cd | ﬂ;/; Phigc h B luutrd  Thorac | Dichuven dén ¥ Thé loai v wan
® Thu muyc Muc da xoa bd Loc v Xin chao

Phiyc hoi cac muc d3 xoa

5 LE 029 (5 i -
Hép thu dén HA L& @ Ha Le <ha192%5@gmail.com:
L] -
- Vang Quoc Hung ¥

Muc 38 G kin cha @

Muc a5 xta bd
Xir chad

~ Dang Quoc Hung

Hap that dén Microsaft Online Services Team
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Eﬂﬂ 2.2. Hwéng dan str dung hé théng
Email Online trén trinh duyét web.

« Trén giao dién hom thw, click nhw hinh dé st dung
dich vu Skype for business.

Tim kigm Thu va Moi ng... ,O @® Mai|v £ Panh diu tat ca la d3 doc

Danh ba
A Thu muc Uu tién Khéac Loc v 18
Hép thu dén Tiép theo: Hop nhan vién ® Ha Ngi, Ha N Hém nay [ Tat calien he Tryc tuyén +
Muc da G Microsoft Online Services Team |
Muc d3 x6a bo 2 Yéu ciu Bt lai Mat khadu Microsoft Online Se CMN 13,08
Yau ciu dit lai mit khiu cla nguai dung  Ngwdi di... 365 service
Conversation History Naoai fuyé
P~ Ngoai tuyén

Khac Microsoft Online Services Team ~

; Yéu ciu B3t lai Mat khau Microsoft Online Se Sau 11/08 \/ A
v Nhom s wei Yau cau dt lai mat khdu cia ngudi ding  Ngudi di.
Assistant to the Presi...
Xem Il&n cudi cach day 27p

Microsoft Online Services Team

« Nhap tén lién hé dé tim kiém — click vao tén dé bat dau.
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IFJr[T, 2.2. Hwéng dan st dung hé thong
“" Email Online trén trinh duyét web.

+ Click vao biéu twong ¥ gé B~ H

truy cap vao Thiét dat co ban Thiét dat
cua hom mail. e —

« Dién thiét dat ma ban mudn

Cai dat hién thi

tim kiém vao 6 Tim kiém tat
ca thiét dat — Bam tim kiem. R

Qua Iy phan ba
Bat cac phin bé trg tir nha cung cdp (ng
dung yéu thich.

Qua Iy trinh két n
Két tlook vai cac
ba

Cha dé

. Chi d8 méc dinh
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Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Tra l&i tw dong:

- La tinh nang cho phép ban thiét 1ap san mot théng diép trén hop thw
cua minh.

* Thong diép nay sau do sé dwoc dung dé tra 1&i nhirng
email giri dén ban trong Itc ban nghi phép, di cong tac hay khéng

thé kiém tra hop thu lién tuc.
T D Dang Quoc Hung .~

Thigt dat X

Tim kfEm tat ca thiét dat o

Tra I&i tu déng
Tao thu tra léi tu dong -Z"u"éng mat).

Cai dat hién thi
Chon cach sap xép Hop thu dén cda ban.
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IF|P[TA 2.2. Hwéng dan sir dung hé thong
Email Online trén trinh duyét web.

Tra l&i tw dong:
« Panh dau chon vao muc Gui tra 16 tw dong

* Lwuy: Nég ban chon muc Chi guvi tra |oi trong khoang thoi gian
hay, ban can chi dinh thoi gian bat dau va ket thuc . Khi dd, phan
hoi tw déng sé chi dwoc giri trong khoang thdi gian ban da chi dinh.

W Ok X Huy bé Thlét dat x
Tra loi tu donag
- el
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Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Tra l&i tw dong:

» Nhap théng diép tin nhan ban mudn phan hoi tw ddng cho nhirng
ngwdi giri email dén ban.

« Nhéan nat OK & trén cung dé hoan tat cai dat.

/' OK XK Hay bd Th'ét dat x
[ra |oi ty déng

B I U AL A A~ A = = Z€ 3= VvV

Thiét dat ngoai tuyén

Qudan ly phin bé tro

Quan ly trinh két nd




Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Cai dat hién thi:

« Dung thiét dat hién thj dé diéu khién dién mao cla danh sach thu,

ngan doc va bd tri hdi thoai trong danh sach thw.

B A E.E ? Dang Quoc Hung .ﬁ v OK X Hiy bé
Cai dat hién thi

Th | et da.t x Ngan doc Danh sach thu Héithoai Hép thu dén Uu tién

Cheon noi ngén doc & xudt hién. N
2} —
Tim Bé&rm tat ca thidt dat J:" ® Hién ngén doc phia bén phai =9

Hién ngan doc & dudi cling

An ngin doc

Tra Igiftu dong

Tao thy tré Iéi tu dong -f'-.-"e"mg mat).

A 4
e ey p e .
Cai dat hién thi
Chon cach sap x&€p Hop thu dén cda ban .
: = plelzrlinle o - e dung cho thu muc email hién dang hoat déng).
Chon nhitng gi s& xay ra khi ban di chuyén hodc xo0d mét muc.
Mé& muc trudc

® W muc k€ tiép

+| Ap dung cho mei thu muc (Néu hép nay khéng duge chon thi thigt dat hién thi ma ban chon s&

75
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2.2. Hwéng dan str dung hé thong
Email Online trén trinh duyét web.

CAlI DAT CAC TINH NANG NANG CAO
CUA HOM THV
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Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Hwéng dan Forward Mail sang mét dia chi khac:

 Trong hom thw, click vao biéu twong banh rdng nhw
hinh dwéi :

ice 365

) This may Hop thu dén

g Hper
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IFJr[T, 2.2. Hwéng dan st dung hé thong
m Email Online trén trinh duyét web.

Hwéng dan Forward Mail H -

sang mot dia chi khéac: e ey

* Click vao muc Thw thudc
Thiét dat &ng dung cla ban,
thwe hién nhw hinh dwéi:
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Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Hwéng dan Forward Mail sang mét dia chi khac:

« Click vao muc Chuyén tiép trong phan Tai khoan, thwc
hién nhw hinh dwoi:

i Office 365 Outlook

© Ty chon
Li ta
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Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Hwéng dan Forward Mail sang mét dia chi khac:

» Click vao Bat dau chuyén tiep — Dién email muon chuyén tiép mai
sang — Chon Gilr mét ban sao thw dwoc chuyén tiép — bam Lwu.
Thyc hién nhw trong hinh dwéi:

i Office365 | Outlook

@® Tuy chon
Lol tat
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Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Hwdng dan thay doéi ngdén ngiv hom thw:
* Truy cap vao Tuy chon — Chung — Vung va mui gio.
Thwc hién thay d6i ngdn ng réi bam Luwu.

4 Thy
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Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Hwdng dan thay doi chiv ky hom thw:
» Truy cép vao Tty chon — Thu — B0 cuc — Chi ky
email. Thay dbi chir ky va bam Lwu dé két thic.

i | Office 365 Outlook

© Tuy chon



Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Loi tat: chira cac dwdng dan dén cac tuy

chon thuwong dung.

Thém chir ky email
Nhap van ban sé duoc thém vao dudi cing cla moi
thu mai ma ban soan.

Sap xép lai ngan doc
Chon vi tri xudt hién clia ngan doc trong Thu va

cach ban mudn tuang tac vai ngan doc.

Thay d6i bé cuc danh sach thu

Chon cach hién thi thu va c6 hién ndi d
trudc khong.

Thay d6i cach hién thi cGia cudc héi thoai email

Chon thu can xem & trén cung cla danh sach thu
va co hién cac muc da xoa khong.

L6i tat dén cac tuy chon thudng dung

Thiét lap thu tra loi tu dong
St dung tra |61 tu dong dé cho moi ngudi biét ban
s& khong tra 1oi email clia ho ngay duoc.

Tao quy tic hép thu dén
A

Thiét lap cac quy tac dé xir ly email dén dua trén
tiéu chi ban chon,

Chuyén tiép email dén tai khoan khac

Bat va tit chuyén tiép email. Diu nay cho phép ban
truy nhap cac ban sao clia email tir cac tai khoan
khac.
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IF|P[TA 2.2. Hwéng dan sir dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Chung — Tai khoan cua t6i:

Hién thi thdng tin tai khodn, cé thé sira doi thong tin tai
khoan bao gdbm anh dai dién, ho tén, mat khau. Sau khi
hoan tat nhan Luu.
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G50

2.2. Hwéng dan str dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Chung — Thay déi chia dé: Bé thay déi nén cho tai
khoan cua minh, chon cac chu dé cé san, sau dé nhan Lwu.

H

X

Ban co thé thay ddi né

Py -

Oo,

Thay d6i cha dé

n cho tai khoan clia minh bdng cach chon trong cac chl g ¢6 san

85



G465,

2.2. Hwéng dan stir dung hé thong
Email Online trén trinh duyét web.

Tuy chen — Chung — Phim tat ban phim: Thuc hién nhiéu tac vu
bang phién ban phim tat ma ban mudn s dung. Lwa chon phién ban

phim tat dwoc liét ké & dwdi, sau dé nhan Lwu.

H Luu

f

Ban co the thuc hién nhigu tac

® . Qutlook

X Bo

Phim tat ban phim

Chon tuy chon ban muén sur dung:

 tat

vu thong thudang bang ban

phim. Ban ¢6 thé ch

Luu y: Tuy chon Yahoo! Mail va Gmail ho tro nhiéu phim tat tu cac dich
J 2 o

vu

on phién ban phim tat ma ban mudn sir dung hodc tat di.

ndy. Dé xem danh sach ddy &y, hdy nhan phim ?

{dau ¢h

am

hai).
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2.2. Hwéng dan str dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Chung — Quan ly bb tro:
« Chtra danh sach cac bb tro dwoc cai dat

« DPé thém bd troy nhan nat Thém +

Quan ly bé trg

Cac bé trg dugc bén thir ba xdy dung va mang lai cac tinh nang bé sung cho
cai dat. Tim thém bd trg cho Outlook tai Office Store.

. ~

g — =

Teén

Action Items

Bing Maps
Boomerang
Evernote

My Templates
Suggested Meetings

Unsubscribe !

Nha cung cap
Microsoft
Microsoft
Baydin

Evernote

Microsoft

Microsoft

Cac bé tro d3
duwoc cai dat

A L S S S . 8

trai nghiém Outlook cla ban. Danh sich sau day hién cac bd tro d3 dugc

Action Items
Phién ban: 1.0

Tao bdi: Microsoft

Shows Action ltem suggestions
your data with any third-party s¢

B4 trg nay dugc cai dat theo m
gd cai dat.

Quygn: Bec\ghi hép thu
Khi bdm vao b6 trg nay, bd trg s

Bog, tao va cap nhatem;
Bloc, tao va cap nhat cac
Bloc, tao va cap nhat cac
Boc, tao va cap nhat dar
G thur hodc 16 mai hop
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IF|FITh

2.2. Hwéng dan str dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Chung — Thiét bi di déng:

« Hién thi cac thiét bi di ddng dang dong bd hoa véi hdp thw cha ban.
P& hién thj théng tin vé thiét bi nhan biéu twong chinh stra.

- Loai bd thiét bj di ddng chon biéu twong loai ba.

hép t I hiét bi di déng I k
t [ q Ja ban néu 1 I K
tai k I it hién tron I T

2.97-35 A
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Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Chung — Phién ban rut gon:

« Chon St dung phién ban rit gon ctia Outlook néu ban
muon s dung phién ban rat gon cua Outlook.

Phién ban rdt gon

Chon hép kiém dudi day néu ban mudn sl dung phién ban nit gon cua Outlook. Phién ban nit gon s&€ mang tdi trai nghiém don gian cho nhimg ngud
ding co:

s Trinh duyét web ¢l hon
¢+ K&t ndi bang thong hep
¢ Nhu cau trg ndng

S dung phién ban nit gon cua Outlook

Mhing thay déi d&i wai thigt dat nay s€ ¢ hiéu luc trong Ian dang nhap tiép theo cua ban.
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IF|P[TA 2.2. Hwéng dan sir dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Thw — X Iy tw déng — Quan Iy cach xt ly thw dén va

thuw di:

» Hoan tac gvi: dung dé hdy bé thw da giri trong vong toi da 1a 30
giay. bé bat ché dd hoan tac guri, chon muc Cho tdi huy bo thwr minh

N\ l’\ - A 7 I’\
dg nivi trann va hiva chnan eA nidv han rA tha hiiv hA thi

® Tuy chon

Thi=% | A M Y
iong dhl LU
-
. ) tinh ndng Hoan i thé huy bd thu email ban 43 qui trong t5i da 30 gidy. Dé bat, hdy chon D8 t6i hly ba
2 thir minkh 43 glfi, rdi chon khod
Nhin tan - L] : ! L s r d W
a Thu
-
4 Xir I b ddng
Luw y: Néu ban ddng trinh duyét hodc 3at may tinh & che dg ngu trong khoang thdi gian ban & chom de huy bo that cba mink thi thu
riaan tac gu s& khong dugc gu
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Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Thw — Xt ly tw ddng — Quy tac hép thw dén va quét don:

« Tao quy tac Hop thw dén va quét don trong Outlook dé tw ddng thwe hién
cac thao tac cu thé trén thw khi co thu dén, tuy thudc vao cac tiéu chi ban
chon

«  Tao m6t quy téc hop thw dén bang cach nhan nat Thém +

®© Tuy chon

¢ "Email Rac

| Taoquytdc | |
 hop thuu So—
dénmai [ duetdo Mot quy tac

. hép thu dén
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IF|P[TA 2.2. Hwéng dan sir dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Thw — Xtr ly tw dong — Bao cao thw rac:

« Khi ban danh dau email la thw rac, ban c6 thé bao céo thw dén
Microsoft dé giup cai thién do chinh xac cua bd loc thw rac.




IF|FITh

2.2. Hwéng dan str dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Thw — X Iy tw déng — Danh dau la da doc:
« Chon thoi diém muc dwoc danh dau l1a da doc thong qua cac tly

chon trong phan nay.

Panh dau la da doc
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IF|FITh

2.2. Hwéng dan stir dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Thw — Xtr ly tw dong — Tuy chon thuw:

S dung Tuy chon Thuw dé diéu khién nhirng gi xay ra khi ban di
chuyén hodc xéa bd mét muc, dé phat am thanh khi mét muc mai
xuat hién, hién thi théng bao khi c6 email méi hoac dé tw déng lam
réng thw muc Cac muc da xda khi ban dang xuat.

Tu

Uy chon thu
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IF|FITh

Tuy chon — Thw — Xtr ly tw ddong — Xac nhan da doc:
* Chon cach giri mét xac nhan da doc t&i nguwoi giri khi ngwdi nhan

da doc thuw.

2.2. Hwéng dan str dung hé thong
Email Online trén trinh duyét web.
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IF|P[TA 2.2. Hwéng dan sir dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Thw — Xt Iy tw déong — Thiét dat tra 1oi:

« Ban chon Tra I&i tat ca, phan hoéi cla ban sé dwoc gl dé'n‘ Moi
nguwdi trén dong Bén va Cc. Néu ban chon Tra 1&i, phan hdi cua ban
sé chi di dén ngudi guri.

. e e .
AT At tra |~
T ierdat tra 1o

Ban co thé thay dbi thigt 34t tra 16 m3c dinh hién thi khi ban m& thy nhén duge trong ngdn doc. Néu ban chon Tra I&i tit ca, phan

héi cha ban s& duge gli dén moi ngudi trén déng Dén va Ce. Néu ban chon Tra 180, phan héi cla ban sé chi di dén ngudi gli.
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IF|P[TA 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Thw — Xtr ly tw dong — Chinh sach lwu gilr:

« Cho phép ban kiém soat thoi gian cé(; muc duwoc lwu trong hép thw
clia ban. Bé thém cac chinh sach nhan Thém.

1 Month Delete
Sau khi nhan dugc thu:

Sau thdi gian luu gile: 97
X6a bo (tam thai cé thé phuc hdi)



IF|P[TA 2.2. Hwéng dan sir dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Thw — Tai khoan — Chan hoac cho phép:

« Pé loc thw rac chon Tw ddng loc thw rac dwdi phan
Chan hoac cho phep

\

1an hoac cho phép
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Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Tuy chon —» Thw — Tai khoan — Chan hoac cho phép:

- Khi da chon loc thw rac ban c6 thé tao va quan Iy danh sach dia chi email
va tén mién ma ban tin cay thi s& khéng di chuyén thw cGia nhitng ngudi
nay t&i thw muc email rac va nhirng ngwdi gri ma ban khong tin cay thi thw
cda ho sé dwoc chuyén trong thw muc email rac.

« Nhan nut Thém + dé tao

okt ¥ e A Ry A 4 A
Ngudi gui va Nguadi nnan An toan
' - - :
Khéng di chuyén email tir nhilng ngudi gli hodc mign nay vao thu muc Email Rac cla téi.
-
4 M \*\

\ T

ha19295@gmail.com \ |
A
|

Tin cdy email tir danh ba cua toi 99




Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Thw — Tai khoan — Chan hoac cho phép:

Ngudi gui Bi chan

Di chuyen email tir nglydi gl hodc mign nay vao thu muc Email Rac cha tai.

» +

mzonlineservicesteam @Dmicrosoftonline.com

Khong tin cay email trir khi email dugc ;||:J:-‘|'.rﬂ|.'-. ~hi co trong danh sach Mgud *_]:-':i va Mgudi nhan &n toan cla bd
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Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Thw — Tuy chon dinh kem:
* Tuy chon tép dinh kem: chira cac tuy chon dinh kem tép theo yeu

cau cua nguoi guri.

Tuy chon tép dinh kem

B6i vai tép toi chon tir may tinh:

L Q t3i mudn dinh kém
i dang tép
1 dang ban

B&i vai tép toi chon tir tép nham;
®) Ludn héi vé cach téi muén dinh kém
utn dinh kém & dang tép OneDrive

Ludn dinh kem & dang ban sao
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Eﬂﬂ 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Thw — B6 cuc — Hdi thoai:

« Pé diéu khién cach hién thi cac thw trong dang xem Héi thoai. Chon
cac tly chon dé & dwoi day:
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IF|P[TA 2.2. Hwéng dan sir dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Thw — B6 cuc — Ban két ndi xem trwdc:

- Bat ché dd nay Ién, khi ban viét email va thém mét URL, hodc khi ban nhan
dwoc mét email véi URL bén trong 6, ban nhan dwgc mét ban xem trudc
bao gdm mét ndi két tiéu dé, hinh thu nhé va md ta cta ndi két. Con goi la
noi két xem trwée.

- D& bat ché do nay, chon Xem trwdc két ndi trong email.

103




IF|P[TA 2.2. Hwéng dan sir dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Thw — B6 cuc — Dinh dang Thuw:

- Pé dat dinh dang mac dinh cho céc thu méi. Ban cling c6 thé dinh
dang thw khi ban tao chung bang cach st dung thanh céng cu dinh
dang & thuw moi.

« Bao gbm cac tuy chon sau: Luén hién thi Bee, Ludn hién thi ngudi
gwi, dinh dang khi soan thw va phoéng chir cua thuw.
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IF|P[TA 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Thw — B6 cuc — Danh sach thuw:

« Binh thwdng Outlook hién thi ba dong théng tin cho méi thw trong
hdp thw dén cla ban: nguwdi glvi, chi dé va mét phan clia dong dau
tién cua van ban.

« S dung tuy chon danh sach thw dé hién thj nguwdi givi hodc cha dé
dau tién, va hién hoac an dwdng ban xem trudec.

Danh sach thu

Chen cach hién thi thu cda ban.
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IF|FITh

Tuy chon — Thw — Bo6 cuc — Thao tac nhanh:
* Chon cac hanh déng ban hay st dung thuwdng xuyén

2.2. Hwéng dan str dung hé thong
Email Online trén trinh duyét web.

nhat. Cac hanh ddng nhanh hay xuat hién bén canh tén
ngwdi giri va dong chu dé trong danh sach thw cua ban.

=il
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IF|P[TA 2.2. Hwéng dan st dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Lich — Ca nhan hoa:

« Bao gém cac tuy chon cho di,én mao lich cua ban va
tuy chon an hoac hién thoi tiét trén Outlook.

ai it lich
-~
on thang d lung dé hién thi theTtiét,
P& a
Bo
Chon vi tri @€ hién thi trén lich cta ban. Ban co thé thém nhigu han mot vi tri.

47.67399, -122.121513

Thém mdt vi tri khac
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IF|FITh

Tuy chon —» Thw — Lich — X ly tw déng:

2.2. Hwéng dan str dung hé thong
Email Online trén trinh duyét web.

« L& moi: Kiém soét cach xi Iy 1&i mi, phan hoi va théng

bao.

O T T L . S
phan hoi da duoc

o vé su kien dugce ¢ch

ot
"
\\\\
'\\\
o
"

Ly S

oat cach xu ly 161 mai, phan hoi va thong bao

Cdp Ningt

(=
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2.2. Hwéng dan str dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Lich — X ly tw déng:

» Su kién t&» email: dung gé thém tw ddng cac sw kién nhw
chuyén bay, cac dat chd khac tir email vao lich cua ban.

W chuyen bay va cac dat cho khac tir email cia ban vao lich, Ban co the xta cac sy kign
thié :
LY
\x
N,
_ i
/
J/
/
/

QKA. AR Nnat mu gig 109




IF|FITh

2.2. Hwéng dan stir dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Lich — X ly tw dong:
 L&i moi: Kiém soat cach x&r ly I&i mdi, phan hoi va

thong bao.

L3l MO

Kiém soat cach xu v 181 mai phan hdi va thong bao
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IF|FITh

2.2. Hwéng dan str dung hé thong
Email Online trén trinh duyét web.

Tuy chon — Lich — Xt ly tw déng:
« Thoéng b&o: Thiét 1ap cac tuy chon cho B&o nhac.

B a0 N h aC
B3
+/| Hién car
L
v P II'\. |

nac Cua ban

111




ﬁﬂﬂ 2.2. Hwéng dan sir dung Email
“ Online trén cac thiét bj di dong.

. = 1% - ~ » i, eseee Victtel T 14:12 @O R 7% ¢
Cai dat Email trén A|c-)ApIe |Pho.ne. = )
 Trén man hinh dién thoai

IPhone, bam vao bieu twong

Setting/Cai dat Nl
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G465,

2.2. Hwéng dan sir dung Email
Online trén cac thiet bi di dong.

Cai dat Email trén Apple iPhone:

« Tim dén Mail, Contact, @
Calendars réi bam vao do

B

o8 200¢

saew Yigtie

Settings

iTunes & App Store

Mail, Contacts, Calendars
MNotes

Reminder

| = 14:12 B OF TR b4

Tim dén Mail, Contacts

B

calendars roi bam vao

Phone
Messages
FaceTime
Maps
Compass

Safari

da

O
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G50 2.2. Hwéng dan str dung Email
m Online trén cac thiét bi di dong.

sssee Vigttel ¥ 14:13 o * 7% [ b #

Cai dat Email trén Apple iPhone: O Ry —

« Chon loai Account la Exchange, o e
bam vao Exchange 2iCloud

@& Exchange
Google
YAHOQ!
Aol.

ﬂi Outlook.com

Other

114



I/ 2.2. Hwéng dan str dung Email

Cai dat Email tréen Apple iPhone:

. Tiép theo, bam vao Add
Account

Online trén cac thiét bi di dong.

ssnss Viottel = 14:13 @ o TRl

( Settings Mail, Contacts, Calendars

iICloud
Exchange

Add Account

Fetch New Dat=

B3m vao Add Account d8
thém tai khogn mail mai
Preview
Show To/Cc Label

Swipe Options

Flag Style ol
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I/ 2.2. Hwéng dan siv dung Email
Online trén cac thiet bi di dong.

Cai dat Email trén Apple iPhone: i T ——,
. Dién tén dang nhap va mat
s,
* Vi du tai khoan cua Pang Descripton w@u
Qudc Hwng c6 tén Email 1a T
hungdgl9@neu.edu.vn va |
mat khau 1a ******_ Cach gwe rtiyulilop
dién nhw sau : alsdfgh ikl
H$ Z X cvbnm&
123 @ déu cach Nhép |
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G50 2.2. Hwéng dan str dung Email
m Online trén cac thiét bi di dong.

ssans igttal = 14:14 @ g BN 4

Cai dat Email trén Apple iPhone: S — e il

« Bat budc phai chon Mail, cac -
dich vu con lai nhw Contacts, .
Calendars, Reminders, Notes = alendars
khong bat budc phai chon. - remindrs

« Mac dinh sé chon tat ca. .

« Sau khi chon bam Save dé
tiép tuc

1.Chon Mail va cac dich vu khac.

2 Bdm Save dé ti€p tuc
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G50 2.2. Hwéng dan st dung Email
m Online trén cac thiét bi di dong.

ssees \fjgttel = 14:16 @ g 0%

Cai dat Email tréen Apple iPhone:

{ Settings Mail, Contacts, Calendars
* Qua trinh cai dat da hoan tat, | "

Bam phim Home dé tr¢ lai oo e

man hinh chinh.

Exchange
hungdq19@neu.eduvn

Add Acr

Cai dat hoén tat s& hién thi
nhu hinh

Fetch New Data

MAIL

Preview

Show To/Cc Label

Swipe Options
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ﬁﬂﬂ 2.2. Hwéng dan sir dung Email
Online trén cac thiet bi di dong.

sesee Vigttel T 14:14 @ O3 o%L 4

Cai dat Email trén Apple iPhone: 1
= pp M m Co 1 thu moi

» B&n ngoai man hinh chinh, Y -
bam vao Ung dung Mail/Thuw




G50 2.2. Hwéng dan str dung Email
@ Online trén cac thiét bi di dong.

senss igttel T 1415 @@ f O

Cai dat Email tren Apple iPhone: Mailbores B
« Bam vao dé st dung hdom mail

E All Inboxes
1 Exchange

3 hungdgl9@neu.eduvn

*  VIE

Lifa chon him thit mudn hin thi

Exchange

hungdg19@neu.eduvn

Checking for Mail... _4-
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G50 2.2. Hwéng dan st dung Email
@ Online trén cac thiét bi di dong.

Cai dat Email trén Apple iPhone: o e

« Bam tryc tiép vao thw mai g [* o
doc. ne
» Thw m@i chwa doc cé biéu il

twong * & dau tén nguwdi g,

Bdm vao dé doc thr mdi

Updated Just Mow |_ﬁ=|?‘
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2.2. Hwéng dan s dung Email
Online trén cac thiet bi di dong.

Cai dat Email trén Android:

» Trén man hinh, bam vao (ng
dung Cai dat/Setting dé bat
dau
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(©) Antoan va bao mit

Bam vao da

@ Trung tam tnong pao
GPS
© Taikhoan & ddng b

©) saoluu & ditlai

Quan ly img dung

Ung dung mic dinh

2.2. Hwéng dan str dung Email
Online trén cac thiét bi di dong.

Cai dat Email tren Android:

e Tim dén Tai khodn & ddnqg
bd/Accounts roéi bam vao do.
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2.2. Hwéng dan s dung Email
Online trén cac thiet bi di dong.

< Tai khoan & déng bg

Ty déing ding b hoa dir ligu

& Thém tai khodn,

Cai dat Email trén Android:
« Bam vao Thém tai khoan.
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2.2. Hwéng dan s dung Email
Online trén cac thiet bi di dong.

< Thém tai khoan

9 Google

ActiveSync

° Messenger

SES

Tai khodn Microsoft Exchange

.
LY

Cai dat Email trén Android:

« Bam vao Loai tai khoan
Microsoft Exchange Active
Sync
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G50 2.2. Hwéng dan st dung Email
” Online trén cac thiét bj di dong.

i eeemmewen - Cail dat Email trén Android:

. Dién tén dang nhap va mat
khau,

Vi du tai khoan cua Pang

GRS Quéc Hung c6 tén Email 14
| hungda19@neu.edu.vn va mat

hau 1a =",

e CAach dién nhw sau :

CAI BAT MAC BINHICHLNYEN B0
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G50 2.2. Hwéng dan str dung Email
@ Online trén cac thiét bi di dong.

Cai dat Email trén Android:
- Bam Hoan tat dé tiép tuc.
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2.2. Hwéng dan str dung Email
Online trén cac thiet bi di dong.

Xda 1t ¢ dl Ly G
Hha 7 1 110 S0 110 b KNG cin ched bﬂ*
Tt Lo Lyl 00 My Dan die

Dt quy the mit khilu
" 41 0 ol WA R IR ) trong =31 ka b whida
r ' N

Gidm st T thik mé khda man hinh
Theo o4 of I AL MO0 Chinds < ari ody kivie
v WG I Ehos POBC wdw ull o4 oln v
O Gl iy (0 nndp it ASS ' .

Khda main hinh
®  xim sode M 2 Ahia

a Dét thot man hinh
¢ Thay &4 hay & 31 W Mhia min
P reae

° O3t ma héa dung lugng luu trl

V& hibu héa mdy dnh
NGAN B Oung L c mdy &

Bam Kich hoat d& hoan tit

Cai dat Email trén Android:
« Bam Kich hoat dé hoan tat.
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gﬂﬂ 2.2. Hwéng dan st dung Email
Online trén cac thiet bi di dong.

Cal dat Email trén Android:

e Cach s dung co ban nhw
hinh.

Bim vao thu d& doc
ndi dung
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G50 2.2. Hwéng dan str dung Email
Online trén cac thiét bi di dong.

Cai dat Email trén
Windows Phone:
* Trén mé'n h\lnh Chl’nh, Vuot sang trai dé

vao danh sach

vudt sang trai dé vao e -
danh sach trng dung
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I/ 2.2. Hwéng dan sir dung Email
°} Online trén cac thiét bi di dong.

Cai dat Email trén

Windows Phone:

« Tim t&i Settings/Cai
dat, chon Settings/Cai
dat.
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I/ 2.2. Hwéng dan str dung Email

Cai dat Email trén
Windows Phone:
« Bam vao email +

accounts dé cai dat

emaill.

Online trén cac thiét bi di dong.

il
SETTING

system
start+theme
ringtones+sounds

email+accounts
L

lock screen™,

notificaticiERNE e
email

ll'l'ﬂ'i'l 'F|

airplane mode

Bluetooth

cellular+SIM

NFC

internet sharing
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I/ 2.2. Hwéng dan str dung Email

]

Cai dat Email trén
Windows Phone:
« Bam vao Add an

account

Online trén cac thiét bi di dong.

il s

SETTINGS

email+accounts

(*) add an account
"

Bam vao day d& thém mdi
1 account email mai
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I/ 2.2. Hwéng dan str dung Email

Cai dat Email trén
Windows Phone:

 Chon loai Account |a
Exchange, bam vao

Exchange.

Online trén cac thiét bi di dong.

|
ADD AN ACCOUNT

e Microsoft account

@8 Exchange

@' Yahoo! Mail

B Goggla
Chon logi Account |a Exchange
B iCloes
W Twitter
M3 Linkedin

B other account

£ advanced setup

more
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I/ 2.2. Hwéng dan str dung Email
| Online trén cac thiét bi di dong.

Cai dat Email trén Windows

Phone:

. Dién tén dang nhap va mat
Khau

* Vi du tai khoan cua Bang =
Qubéc Hwng co tén Emall la
hungdgl9@neu.edu.vn va
mat khau la ******,

e Cach dién nhw sau :

hungdgql9@neu.edu.vn
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I/ 2.2. Hwéng dan siv dung Email
°} Online trén cac thiét bi di dong.

il

Cai dat Email trén P

Do you also want to use this account in the Store and
with Xbox?

[ J[ = ]

Windows Phone:
« Bam vao No dé tiép tuc
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G465,

2.2. Hwéng dan str dung Email
Online trén cac thiét bi di dong.

Cai dat Email trén
Windows Phone:

Quay lai man hinh
chinh, trén man hinh
xuat hién ng dung
Outlook, bam vao do
dé s dung Mail.
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G465,

HUONG DAN SU DUNG CAC SAN PHAM
OFFICE 365 TREN WEB
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Eﬂﬂ 2.3. Hwéng dan st dung cac san
pham Office 365 trén web.

« Sau khi dang nhap thanh cong, giao dién hién ra la
trarjg portal Office 365, quan ly tat ca cac dich vu san
pham cua Office 365 cua tai khoan do.

Office 365

Good morning

02
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gﬂg 2.3. Hwéng dan sr dung cac san
@ pham Office 365 trén web.

« Click vao biéu twong bén [ElEEEEE
canh Office 365 dé hién
thi toan bd cac app cua
Office 365 co trén tai
khoan do.

« Mudn tim cu thé mét app
nao, dién tén app dé vao
muc Search all of my
apps — Click tim

HOME NEW ALL
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G465,

2.3. Hwéng dan str dung cac san
pham Office 365 trén web.

Click vao biéu twong —p-+

chuong dé xem thong
bao vé tai khoan do.

Click vao dau ? bé

vao muc tro’ giup.

Notifications

Mothing new right now

-
Help
Tell me WhNat you want 1o Qo Q

Feedback
Community

Legal
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IF|FITh

2.3. Hwéng dan str dung cac san

pham Office 365 trén web.

Click vao biéu twong banh rang
dé hién £¥ thj cai dat cho tai khodn —
Office 365.
Mudn tim mét cai dat cu thé nao _—
do, go vao day.
Chon Theme dé thay dbi chu dé —
mac dinh cho trang Office 365.
Chon Start page dé thay dbi trang /
hién thi mac dinh Office 365.
Phan app settings la cai dat cac
chirc nang cu thé cho cac san

pham Office 365.

Settings

Yammer

i - ENm
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gﬂﬂ 2.3. Hwéng dan s dung cac san
@ pham Office 365 trén web.

* Click vao khu vwc tén

tai khoan dé hién thi —iIBgs - 0
thdng tin vé tai khoan
do. My accounts x

Dang Quoc Hung
hungdg19@neu.edu.vn

About me
View account

Sign out
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G50 2.3. Hwéng dan str dung cac san
m pham Office 365 trén web.

Thiet dat tai khoan Office 365:

« Pé chinh stra tai khoan
Office 365 cua ban thuc
hién cac buwdc sau:

« Chon Thiét datfx Trong
phan thiét dat (rng dung cla .
ban chon Office 365.

u tolll ?  Dang Quoc Hung A
Quan Iy phin bd rg
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G50 2.3. Hwéng dan sir dung cac
san pham Office 365 trén web.

Thiet dat tai khoan Office 365:

Thong tin cac nhan:

bay la noi ban co6 thé nhin thay thong tin co ban lién hé va tai khoan
cua ban. T6 chtre cua ban c6 thé khong cho phéep ban thue hién thay
doi thong tin nay.

Office 365 | Tai khoan cua toi e 4

Dang Hung

.q;..c-:ll-l:ng::‘.e:'g ptit@gmailoom 145




Eﬂﬂ 2.3. Hwéng dan str dung cac
san pham Office 365 trén web.

Thiét dat tai khoan Office 365:

Pang ki:

Hién thj cac thdng tin vé nhiing giay phép hién gan cho
ban va ID duy nhat cua ban.

# | Office 365 | Tai khoan clia toi (7 Yot A & 7 oangQuoctung &

146




G50 2.3. Hwéng dan str dung cac
san pham Office 365 trén web.

Thiét dat tai khoan Office 365:

Bao mat va quyen riéng tuw:

» Tai day ban khong thé thay doi méat khau, cé thé chon
loai thong bao lién quan dén san pham cua Office 365
ma ban mudén nhan.

Office 365 Tai khoan ctia toi

? Bado mat & quydn riéng
{1}
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GED 2.3. Hwéng dan slr dung cac
san pham Office 365 trén web.

Thiét dat tai khoan Office 365:

Trang thai cai dat:

« DPayla np’i ban c6 thé xem trang thai ctia bat ky ban cai dat (dwoc
cai dat to6i da la 5 ban) va cai dat &wrng dung trén may tinh. Ban ciing

c6 thé cai dat mot ngdn nglr bang cach bam cai dat ieng dung trén
may tinh.

Cac ban cai
aa ——— dat trén may
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GED 2.3. Hwéng dan slr dung cac
san pham Office 365 trén web.

Thiét dat tai khoan Office 365:

Thiét dat:

» DAy la noi ban c6 thé thay doi chl dé clia ban trong Office 365 danh
cho doanh nghiép, thay déi trang bat dau khi ban dang nhap vao

Office 365 danh cho doanh nghiép, va bat hodc tat I&i nhac va thdng
bao thw mdi. Ban cling c6 thé quan ly cai dat tir Trang nay.
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G 2.3. Hwéng dan s dung cac
san pham Office 365 trén web.

Hwéng dan str dung OneNote Online:

Thanh cbéng cu

OneNote Online  Team Site Notebook

IH! Notebooks Find on this Page (Ctr+ 2 - X
+ Section + Page .
Untitlgd Section Untitlgd Page NOI,dung . \
muén ghi Click vao
«— _ chd dé chia sé
. hi chu na
Tao cac , 9 y
Tao cac
folder trang trong

tng folder

E Motebook ._.q. Share Dang Quoc Hung

Y Open In OneNote  Give Feedback To Microsoft Saved
M& bangapp ——

trén may tinh
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IFIP[T] 2.3. Hwéng dan sir dung cac
san pham Office 365 trén web.

Hwéng dan str dung OneNote Online:

File Home Insert Draw View Class Notebook Print (_) Tell me what you want to do Open In OneMote  Give Feedback To Microsoft
&D Calibri -1 I [} Morma Heading 1 Heading 2 Heading 3 Heading 4 @!ﬂl ? %
Paste B I U abe x, - a¥~ A-~ ==~ pasbce | AaBbCc AaBbCc  aaBbee AaBbCc . Tag Spelling  Meeting
¥ Farmat Painter - - Details
Undo Clipboard Basic Text Styles Tags Spelling Meetings
I Untitled Section Untitled Page
File Home nsert Draw View Class Motebook Print 'i_? Tell me what you want to do Open In OnelNote
)
= H okd B | & @ o Q E
= "D
Mew  MNew Table | Picture Online File File Office Link Record Symbo Forms | Stickers
Page Section - Pictures = Printout Attachment Add-ins Audic -
Motebook Tables Pictures Files Add-ins Lirks Recording Symbals Farms Stickers
File Home Insert raw View Class Notebook Print ":_:" Tell me what you want to do
e /Y 000 . w =
L ‘ |
Type Eraser Pen Highlighter  Black EBlue Dark Thickness
Green Color - -
Undo Tools Color Style
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Eﬂﬂ 2.3. Hwéng dan sir dung cac
san pham Office 365 trén web.

Hwéng dan str dung OneNote Class Book:

Welcome to the OneNote Class Notebook

We will help you create a notebook you can use in the classroom

=]

Create a class Add or remowve Add or remove

Manage notebooks

notebook students teachers

Tao 1 class Thém sinh vién Thém hodc Quan ly cac
notebook moi vao 1 class x6a mot giao notebook dé tao
notebook da co vién khoi 1 '

class notebook
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Eﬂﬂ 2.3. Hwéng dan sir dung cac
san pham Office 365 trén web.

Hwéng dan str dung OneNote Class Book:

v 1 Add Notebook Name © What's the name of your class?

7 Notebook Overview This will be the name of your class notebook

3 Add Another Teacher
For example, Biclogy 3 peried 2

4 Add Student Names

5 Design Student Spaces

& Preview 'Dét tén ChO CIaSS

notebook — Next
7 Done
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|77k

2.3. Hwéng dan sir dung cac
san pham Office 365 trén web.

Hwéng dan sir dung OneNote Class Book:

+ 1 Add Notebook Name

+ 2 Notebook Overview

3 Add Another Teacher

4 Add Student Names

5 Design Student Spaces

6 Preview

7 Done

© Great! We'll create A for you. Here's what will be inside:

These areas will be section groups of your class notebook

‘%@ Collaboration Space
Students and teachers can work together

‘& Content Library
Publish course materials to students

& Student Notebooks
A private space for each student

... Teacher can edit the content

&% Student can edit the content

... Teacher can edit the content

&% Student can only view the content
a0 Tescher can edit the
Al Teacher can edit the content

&% Student can edit his or her own content and can't view
others' notebooks

Next

Next dé tiép tuc /

154



Eﬂﬂ 2.3. Hwéng dan sir dung cac
san pham Office 365 trén web.

Hwéng dan str dung OneNote Class Book:

© (Optional) Give another teacher permission to use this class
notebook?

+/ 1 Add Notebook Name

+ 2 MNotebook Overview
Type or paste your teachers' names (separated by semicolon) to add them to the class notebook

+ 3 Add Another Teacher

4 Add Student Names
Enter names or email addresses

5 Design Student Spaces

& Preview Next

7 Done
Thém quyén cho cac
giang vién khac s

dung class notebook
nay — Next

155



G50 2.3. Hwéng dan sir dung cac
san pham Office 365 trén web.

Hwéng dan sir dung OneNote Class Book:

v 1 Add Notebook Name © Now, what are your students' names?

+ 2 Notebook Overview Type or paste your students' names (separated by semicolon) to add them to the class notebook

+ 3 Add Another Teacher

Enter names, email addresses or groups...

+ 4 Add Student Names
5 Design Student Spaces /
6 Preview " R o
Thém tén hoac
 Done nhom sinh vién

— Next
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Eﬂﬂ 2.3. Hwéng dan sir dung cac
san pham Office 365 trén web.

Hwéng dan str dung OneNote Class Book:

v 1 Add Notebook Name © Almost there! What should be inside each student's private
space?

v 2 Notebook Overview

These sections will be created in every student’s private notebook. Here are a few suggestions:

+ 3 Add Another Teacher

L
+ 4 Add Student Names Handouts
Ld Class Notes
+' 5 Design Student Spaces
L Homewark
6 Preview LS Quizzes
7 Done @ Add mare

Lwa chon san cac thw muc can thiét cho

muc riéng cua sinh vién
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G50 2.3. Hwéng dan sir dung cac
san pham Office 365 trén web.

Hwéng dan sir dung OneNote Class Book:

v 1 Add Notebook Name © Did we get this right? Please confirm with the visual preview

v 2 Notebook Overview Teacher's notebook]  Student's notebook

« 3 Add Anather Teacher _

' 4 Add Student Names E, A

' 5 Design Student Spaces

' B Preview

7 Done

-

Bam Create 158



G 2.3. Hwéng dan str dung cac
san pham Office 365 trén web.

Hwéng dan str dung OneNote Class Book:

OneNote Online A

:q. Share Dang Quoc Hung
File Home nsert Draw View Class Notebook Print O Tell me what you want to do Open In OneNote  Give Feedback To Microsoft Saved
W Find on this Page (Ctri+ £ <[ ¥ Welcome to the OneNote Class Notebook
=+ Section + Page
Welcome Welcome to the OneNote Class 1 . o .
OneNote is your very own digital notebook » Watch the 2 minute
»  Collaboration s ©neNote for Teachers training video
» _Content Librar OneNote for Students training

Your OneNote Class Notebook is organized into three parts:

TN FEETE 1. Student Notebooks -- a private notebook shared between the teacher and each individual student. Teachers can access every student
notebook, while students can see only their own.

Content Library -- a read-only notebook where teachers can share handouts with students.
3. Collaboration Space -- a notebook for everyone in your class to share, organize, and collaborate.

a\

FAQ: OneNote Class Notebooks 2

Try out a Staff Notebook

Content Library Student Motebooks Collaboration Space

« Pay la giao dién day dd cta OneNote Class Book, st dung tuo’ng
tw nhuw OneNote Online.



G50 2.3. Hwéng dan sir dung cac
san pham Office 365 trén web.

Hwéng dan str dung mang xa hdi Yammer:

Trang chd - Tin nhan - Théng bdo Chon loai

Office 365 ‘ Yammer bai dano s e o 92 | Dang Quoc Hung .~

Chon dinh
kém flle GETTING STARTED

Search
Follow your coworkers
a y: &

M Update BEPoll ¥ Praise 1® Announcement
Hea o p =

60%

Get the Yammer Mobile App
NATIONAL ECONOMICS UNIVER... 4+

&4l Company X Add people to notify
Toan

- . # Add topics
Probability & Statitics L X 2 INVITE YOUR COWORKERS
) Chon nguoi Bam dé /
All Company 5 2 2 - Yammer works best when
co thé xem g5 N o
o ang ba| your team is here toa.
+ Create a group DISCOVERY ~ ALL  FOLLOWING bai dang o .
; — Invite them now
2 Discovdy more groups
22 All Company

@ Dang Hung - 30 seconds ago Chinh stra — Dang binh luan

Thir tinh ndng yammmer

- Lo week,
wh LIKE 4 REPLY < SHARE ' EDIT-

SUGGESTED PEOPLE
@ Irite y/reply @

s added to the

Tao nhém

@9 Bui Hai

Thich bai ddng — Tra I&i — Chia sé bai ddng nay 7
Theo doi hoat ddng cong khai

cua ca nhan 60



G465,

HUONG DAN CAI BDAT VA SU DUNG CAC SAN PHAM
OFFICE 365 TREN MAY TINH CA NHAN.

161



IF/P(Th ll. HYONG DAN CAI PAT VA SU
DUNG TREN MAY TiNH CA NHAN.

Hwéng dan tai va sir dung bd cong cu Office cua

Office 365:

« Lwu vV : Véi mbitai khodn dang st dung, sé dwoc st
dung bd Office m&i nhat ciia Microsoft ban quyén, va
cai dat dwoc trén nhiéu thiét bi cung luc, tdi da 5 thiét
bi bao gdm may tinh, dién thoai, may tinh bang.
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G50 lll. HPONG DAN CAI DAT VA SU
DUNG TREN MAY TiNH CA NHAN.

Hwéng dan tai bd céng cu Office cua Office 365:
* Trén trang Portal, click vao Cai dat Office 2016.

A L ? Dang Q. Hung .

¥ Cai dit Office 2016

Cac cai dat khac
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IF/P(Th ll. HYONG DAN CAI PAT VA SU
DUNG TREN MAY TiNH CA NHAN.

Hwéng dan tai bd cong cu Office caa Office 365:
» Trinh duyét sé tw dong tai bo cai Office 2016 vé may.

pong Ban c3n trg

po| Setup.X86.vi-vn_O..exe A 164



IF|FITh

lIl. HWONG DAN CAI BAT VA SU
DUNG TREN MAY TiNH CA NHAN.

Hwéng dan tai bd céng cu Office cua Office 365:

* Vao muc Downloads trén may > Click chudt phai vao
file vira tai vé > Chon Open.

Organize - Open

I Favorites
Bl Desktop
4. Downloads

-| Recent Places

o3l Libraries
= Decuments
-‘. Music
= Pictures

™ videos

Share with =

| 4. » Computer » Local Disk (C:) » Users » HungDQ18 » Downloads ‘F|*f|| Search Downloads ol

New folder = 0l @
Date modified Type Size
r] Setup.#B6.vi-vn_0365ProPlusRetail_0806.., 3,990 KB
Open |

¥ Run as administrator

Troubleshoot compatibility

Share with r

Restore previous versions
Send to 4

Cut

Coens
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G50 lll. HPONG DAN CAI DAT VA SU
DUNG TREN MAY TiNH CA NHAN.

Hwéng dan tai bd cong cu Office caa Office 365:
« Bam Yes dé tiép tuc

'5' User Account Control @

@] Do you want to allow the following program to make

changes to this computer?

lj Program name:  Microsoft Office
Verfied publisher: Microsoft Corporation
File origin: Downloaded from the Internet

'::"E:' Show details Ves | l No J

Change when these notifications appear
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G50 lIl. HUGNG DAN CAI DAT VA SU
DUNG TREN MAY TiNH CA NHAN.

Hwéng dan tai bd cong cu Office caa Office 365:

» B cai sé tw dong chay, cho cho qua trinh dién ra
hoan tat.

] Office

Chung t6i d& chuan bi moi thif san sang
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G465,

lIl. HWONG DAN CAI BAT VA SU
DUNG TREN MAY TiNH CA NHAN.

Hwéng dan tai bd céng cu Office cua Office 365:
« Cho cho qua trinh cai dat tw dong dién ra va hoan

thanh.

] Office

D EEEE
S alE

Dang cai dat Office

Ching t6i sé xong trong chdc &t nita.

Paste shortcut
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gﬂﬂ lIl. HWUONG DAN CAI BAT VA SU¥
” DUNG TREN MAY TiNH CA NHAN.

* Hwéng dan str dung B Access2
OneDrive for Business: R e

» Dé st dung (rng dung Eap
lwu trir file trwc tuyén i
va dong bd vai file
duwdi may tinh, ta mo
trng dung OneDrive

Devices and Printers

Default Programs

for Business.




G50 lll. HPONG DAN CAI DAT VA SU
DUNG TREN MAY TiNH CA NHAN.

« Hwéng dan str dung OneDrive for Business:
« Giao dién hién ra yéu cau nhap dwdng link dan téi kho

lwu trr trwe tuyén OneDrive trén trang portal.

& Microsoft OneDrive for Business = @

Ban mudn dong bo hoa thu vién nao?

Pan URL thu vién cha ban & ddy

Ban sé tim thay tai liéu cda minh trong File Explorer.

Chung téi sé luu thu vién o day:
C:\Users\HungDQ18
Thay doi

| Ddng bé Bay gid | | Huy bé |
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G50 lll. HPONG DAN CAI DAT VA SU
DUNG TREN MAY TiNH CA NHAN.

Hwéng dan sir dung OneDrive for Business:
« Trén trang portal Office 365, click vao OneDrive.
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G50 . HUONG DAN CAI DAT VA SU¥
DUNG TREN MAY TiNH CA NHAN.

Hwéng dan str dung OneDrive for Business:
« Copy dwdng dan cia thw muc OneDrive vira mé trén
trinh duyét.

I = ] 3 wer
i
i | Ll y | o - L) JI L) I Sl I- -
1= Appa o) Recent Tebn [N Susgeomt 1
i Office 365 OneDnve N
] o )

T LUphnaid iy T |

gl Adtachments

el S#tup 36w -am 03RS Pra PleiRetsl 085600 dd58 dedi-Bfai-b
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G50 lll. HPONG DAN CAI DAT VA SU
DUNG TREN MAY TiNH CA NHAN.

Hwéng dan sir dung OneDrive for Business:

» Copy duwong dan vao form hién thj phia trén > Bam
Pdng b Bay giv.

& Microsoft OneDrive for Business =N Eol 57|

Ban mudn dong bo hoa thu vién nao?

neuvedu-my.sharepoint.com/personal/hungdgl9_neu_edu_vn/_layouts/15/onedrive.aspx

Ban s& tim thdy tai ligu cda minh trong Filg Explorer.

Chung tdi s& luu thu vign & day:
Chilsers\HungDQ1a
Thay dai

Déng bé Biy gid Hdy bé 173




gﬂﬂ lil. HYONG DAN CAI DAT VA SU
“" DUNG TREN MAY TiNH CA NHAN.

» Huwéng dan st dung
OneDrive for Business:

. Dién tén dang nhap la
dia chi email vao roi
bam Tiép.

Pang nhap

hungdq19@neu eduwn
»
~
Tiép
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I/ lil. HYONG DAN CAI DAT VA SU
” DUNG TREN MAY TiNH CA NHAN.

* Hwéng dan str dung
OneDrive for Business:

« Dién mat khau roi
X . . F 4 ;@; muO~90uuo¢x,wt(quO¢oA~
bam Sign in deé tiép 2 |
tuc.

0000000000
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G50 lll. HPONG DAN CAI DAT VA SU
DUNG TREN MAY TiNH CA NHAN.

Hwéng dan sir dung OneDrive for Business:
 Qua trinh déng bd hoan tat.

% Microsoft OneDrive for Business o] @ @

Cac tép cua ban dang dong bo hoa nhu chung toi
noi chuyén. Hay xem va quan sat cac tép nay di vao.

Ban ¢6 thé xem cac tép cia ban ¢ day:
C\Users\HungDQ18\OneDrive for Business

Wé’n thi cac tép cua toi... ]
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IF/P(Th ll. HYONG DAN CAI PAT VA SU
DUNG TREN MAY TiNH CA NHAN.

Hwéng dan sir dung OneDrive for Business:

 M& My Computer > OneDrive for Business, thw muc
lwu trlr va dong bo lién tuc voi cac thiét bi sé dwoc dat
tai day.

umanty
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G50 lll. HPONG DAN CAI DAT VA SU
DUNG TREN MAY TiNH CA NHAN.

Hwéng dan sir dung OneDrive for Business:

« Trén trang portal Office 365, truy cap vao wng dung
One Drive dé xem lai file vira Iwu.

365

Xin chao
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G50 lll. HYONG DAN CAI DAT VA SU
DUNG TREN MAY TiNH CA NHAN.

Hwéng dan sir dung OneDrive for Business:
« Click nhw hinh dé tiép tuc:

Office 365 OneDrive

Mdi nhitng ngudi khac xem hodc chinh sira tép bat ky ma ban chon.

Cac tép va thu muc ludn & trang thai riéng tu cho dén khi ban chia sé chung.

~® OneDrive clia ban da san sang (3)
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G50 . HONG DAN CAI DAT VA SU¥

DUNG TREN MAY TiNH CA NHAN.

Hwéng dan sir dung OneDrive for Business:

Tép

Day la giao dién cua One Drive trén trinh duyét web.
Bam Mé&i dé tao mai céac file Office truc tiép trén trinh duyét web.
BAm Tai Ién dé tai cac file Ién OneDrive.

Bam Ddng bd dé dong bo file gitra folder Onedrive dwéi Computer l1én
Office 365.

Office 365 OneDrive

Disvadé
Bl Attachments

[ Setup.X86.vi-vn_0365ProPlusRetail_08069b00-dd54-4cd9-b6aa-b. 15 Thang Ném Dang Quoc Hung
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gﬂﬂ lIl. HWUONG DAN CAI BAT VA SU¥
” DUNG TREN MAY TiNH CA NHAN.

Hu,é,ng dén SCP dung [ Access 2016 7 m
Skype for Business 2016: o — ¥ -

[ Desktop Gadget Gallery HungDQ18
B3 Excel 2016

¢ Dé Sl]’ dung u’ng dung € Google Chrome Documents

@ Intemet Explorer (64-bit)
1 Pictures
Skype for business 2016 i sl y -
R 1A L ~ & OneDrive for Business Music
de lién lac voi nhirng O OneNe 216 =
s N . e [ Outlook 2016 omputer
ngwol dung trong cung to R Sosan
chtre, m@ trng dung e
Skype for business 2016. . Detuk Programs
QWind sMedia Center Help and Support
|3 Windgws Media Player
&1 Windows Update




gﬂﬂ lIl. HWONG DAN CAI bAT VA SU
“" DUNG TREN MAY TiNH CA NHAN.

Hwéng dan sir dung

Skype for Business 2016:

 Nhap tén dang nhap
cua ban vi du nhw
hinh — Bam Sign in.

Skype for Business

Sign in @ -

Sign-in address:

| hungdq1§@neu.edu.vn| |

Use the sign-in address for your organization - not a Skype Mame
ar Microsoft account

Learn Maore
Delete my sign-in info
Meed help signing in?

Sign in as:
© Available ~

Sign In

& Microsoft Carporation. All rights reserved.
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lIl. HUONG DAN CAI BAT VA SU
DUNG TREN MAY TiNH CA NHAN.

Hwéng dan sir dung

Skype for Business 2016:

 Nhap User name va
Password cua ban, vi
du nhw hinh > Bam
Sign in.

Sign in

Sign-in address:
hungdq19@neu.edu.vn

Change

Use the sign-in address for your organiza

Name or Microso ft accoun t

Learn More

User name:
hungdq19@neu.edu.vn

Examples:

Skype for Business Online users: username mair

All other users: domain\username

Password:

tion - not a Skype

v| Save my password

Sign in as:
© Available ~

@© Microsoft Corporation, All rights reserve
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G50 . HONG DAN CAI DAT VA SU¥
DUNG TREN MAY TiNH CA NHAN.

Hwéng dan str dung Skype for Business 2016:

« Bam Yes dé tiép tuc.

Do you want us to save your Skype for Business sign-in info?

Would you lke us to save this info and sign you in autoratically nest tirme?

x
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gﬂﬂ lIl. HWUONG DAN CAI BAT VA SU¥
‘” DUNG TREN MAY TiNH CA NHAN.

Hwéng dan sir dung

Skype for Business 2016: Dang Quoc Hung

. Qu\a tanh cal dat N N
hoan tat.

Finds-:lme-:une Q
GROUPS STATUS RELATIONSHIPS MEW A2+
4 FaYORITES

4 QOTHER COMTACTS (0]

To add contacts, drag from another group or add from search.

4 WEB CONTALCTS (1)

@ Dinh Chung. Dung - Offline 23 hours - Offline Messages Only
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CAM ON DA LANG NGHE !
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