Hudng dan st dung Office
365 toan tap

IJ Office 365
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Office 365 la phan mém Office md&i nhat cla Microsoft, dem lai hiéu suat lam viéc cao cho nguoi
st dung. Phan mém nay cling dem lai cho nguoi dung nhiing tién ich thiét thuc nhat ma cac bd
Office trudc day khong lam dugc. Vay cai dat va st dung Office 365 nhu thé nao cho dung?
Quan tri ra lam sao?....Trong bai viét hdm nay, https://ntt-supercare365.com/ sé hudng dan ban

tlr A - Z, tlr cai dat - sir dung - quan tri Office 365 mai nhat cla Microsoft,....Cung theo ddi cac ban
nhé.

Gioi thiéu so qua vé Office 365
ma&i nhat

e Office 365 dem lai hiéu suat lam viéc cao véi day du cac ing dung: Outlook, OneDrive,
Word, Excel, PowerPoint, OneNote, SharePoint, Microsoft Teams, Yammer va nhiéu (ng
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dung khéc.

e Nguoi dung cé thé trai nghiém Office 365 trén t6i da 5 PC hodc may Mac va trén cac thiét
bi di dong.

e Véi tai khoan Office 365 gid ré,ban sé nhan dugc cac ing dung Office méi nhat, cd vdi
phién ban may tinh va truc tuyén va ca cac ban cap nhat, khi cé.

e U'ng dung OneDrive gilp c6ng viéc ma ban thuc hién luén sdn cé. Nhitng ngudi khac cling
c6 thé thuc hién cong viéc dé néu ban céng tac hoac chia sé.

Office 365 qua thuc rat tuyét voi! Vay thi hay cai dat va sir dung ngay théi nao!

Luu y: B6 key Office 2019 mdi nhat chi dugc Microsoft hé trg déc quyén déi véi HDH windows 10
ban quyén. Do dd, néu may tinh ban dang xai win 7,8 hay 8.1 thi khéng cai dat dugc Office 2019
nay. Cach tot nhat la ban hdy nang cdp hoac cai dat méi phién ban win ci |1én key win 10 ban
quyén tir Microsoft.

Huéng dan cai dat Office 365
mdi nhat tu MS

* Ban c6 thé chay online Microsoft Office 365 hoac cai dat Microsoft Office 365 xuéng may tinh déu
duoc.

Budc 1: Dau tién, ban truy cap vao https://office.com = nhap tai khodn va mat khau dugc cap =
nhan Sign in d€ dang nhap. (Néu ban cé mail Edu thi dang nhap bang mail Edu cling dugc).

Budc 2: Tiép theo, ban nhan vao dong Cai dat khac phia trén gbc phai trinh duyét.
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Budc 3: Ban bam vao Cai dat Office dé€ tai ban cai dat Office vé may (hé théng sé tu nhan ban 32
hodc 63bit)
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Budc 4: Sau do, ban chay file setup vira tai vé dé tién hanh cai dat. Trong qué trinh cai dat, ban
can dgi trong vai phat.

Budc 5: Qua trinh cai dat da xong, lan dau tién ban mé Word/Excel 1én, iing dung sé bat ban kich
hoat ban quyén. LUc nay ban nhép user da dugc cap = nhan Next dé ti€p tuc. (Nhap Email Edu
néu cog).
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Su d Offi 365 Onli thé
ung ice nline thé

nao

Pé sir dung Office 365, ban chi cdn mad trinh duyét 1én bang link: https://office.com . Sau dé ban

dang nhap bang tai khan va méat khau da dugc cap.

Khi da dang nhap thanh cong, man hinh Dashboard hién ra véi cac tinh nang s dung Office

online nhu: Outlook, OneDrive, Word, Excel, PowerPoint, OneNote,...Tuy vao muc dich s dung ma
ban chon ng dung phu hop.
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Huéng dan nguoi dung quan tri
tai khoan Office 365

Office 365 |a phan mém lam viéc dac luc cla ban. Do dé tai khoan Office 365 rat quan trong va
can dugc bdo mat. Vay nén trong qua trinh cai dat va s dung Office 365, ban can biét cach quan
tri tot tai khoan cdia minh, dac biét la bdo mat mat khau.

Cach thay déi Password Office 365

Thuc chat, khi dang nhap Office 365, ban da dugc cap tai khodn va méat khau dang nhap. Tuy nhién
do la mat khau duoc cap, ban can thay déi mat khau nay.

DE& thay d6i Password hién tai, ban chon Setting = Mat khau theo th( tu: nhdp cdc théng tin
Password cii, Password mudén déi = click Submit dé thuc hién déi Pass.
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Cach lay lai mat khau
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Néu ban |6 quén mat khdu va danh sai tén hoac Pass khi dang nhap ma hé théng tra vé “We don’t
recognize... “; nhung ban khong tai nao nhé lai dugc méat khau thi ban cé thé reset lai Password
bang link Forgot my password.

Huéng dan su dung mot vai
ung dung cua Office 365

1. Onedrive for Business

Gi6i thiéu vé OneDrive

OneDrive la dich vu luu trir ddm may cé thé hoat dong trén nhiéu HDH. OneDrive for Business cé
kha nang luu trit dir liéu 16n tr 1TB - 5TB. N6 dugc xem la noi luu trir “khéng 16” véi toan bd hinh
anh, video va céc tai liéu quan trong tai mot khéng gian. Dac biét, ngudi dung cé thé truy cap di
liéu tlr OneDrive trén nhiéu thiét bi khac nhau nhu: may tinh, tablet, dién thoai chay trén cac hé
diéu hanh nhu Windows, Mac, Windows Phone, iOS, Android va Xbox.

Vi OneDrive, ban hoan toan cé thé lam viéc & bat c& dau. Ngoai ra, ban cling cé thé lam viéc truc
tuyén cung véi 5 nguoi khac khi dugc ban chia sé.

Cac tinh nang chinh cua Onedrive

e Upload file va thu muc.

e Download file va thu muc.

e Chia sé file va thu muc.

e Cung 1 thoi diém, nhiéu nguoi dung cé thé cung tuong tac trén 1 file.
e DONng bo dir liéu véi may tinh cad nhan.

Hudng dan s dung cac tinh nang cua
OneDrive trén Office 365

Upload file va thu muc

Budc 1: Vao trang chu https://office.com = nhap tai khoan
va mat khau dé dang nhap vao Office 365.
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Budc 2: Chon Ung dung OneDrive (Day la noi chlra cac file Word, Excel, Power point khi nguoi
dung Save online va ca céc file dugc nguoi dung upload Ién Cloud
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Budc 3: Ban click Tai 1én d€ upload d{r liéu |én OneDrive. Tai day sé c6 2 lua chon Upload file va
folder. Tuy thudc vao dung lugng file va téc do dudong truyén ma cé thoi gian upload nhanh hay
cham. Ban sé nhin thay file mgi trén OneDrive sau khi upload xong.
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Rat don gidn! Ban chi can chon dén thu muc can download file tir OneDrive = click chudt phai chon
Tai xudng la xong.
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Ban cling cé thé thuc hién tuong tu cho Sao chép lién két, Xod, Di chuyén dén, Sao chép dén va DaGi
tén.

Quan ly file/thu muc trong OneDrive

Cling rat don gian dé tao 1 thu muc! Ban chi can chon New = Folder.
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Ban ciing cé thé tao mdi céac file Word, excel... bang cach lam tuong tu.

Chia sé File va Thu muc

DE& chia sé File hay Thu muc cho nhiéu ngudi, ban click vao Sharing = dién email cia mét hay
nhiéu ngudi ma ban muén share file.
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Luu y:

e Néu ban muén ngudi dugc share chi cé quyén doc file thi chon Can view.
e NEu mubdn ngudi dé c6 thé xem va sla file thi chon Can edit = Click Share.
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Cung lam viéc trén file



Office 365 ho trg tdi da 5 nguoi ciing lam viéc trén 1 file cing mot thoi diém. Chinh vi vay tuong tac
dugc xem la tinh nadng ndi bat cta Office 365. C6 nghia la ngudi dung cé thé dé dang thém, tra 10i,
theo doi va cap nhat tai liéu trén moét phién ban.

Dé thuc hién tinh nang tuong tac cing lam viéc trén 1 file, ban lam nhu sau:

Budc 1: Tai khodn A Share cho tai khoan B file tuongtac.docx
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Budc 2: Tai khodn B chon file chan chinh sra = nhdp chudt phai chon Open=0pen in Word
Online
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Pong bo OneDrive véi may tinh ca nhan

e Buéc 1:TruGc tién, ban can Download file cai dat bang link:

https://onedrive.live.com/about/en-hk/download/

e Budc 2:Sau d6 ban tién hanh cai dat va dang nhap vao OneDrive bang tai
khoan Microsoft hodac mail Edu.

e Budc 3: Sau khi dang nhap thanh céng, @ may tinh sé xuat hién thu muc OneDrive-xxxxx
tuong tu nhu OneDrive trén Website.

Luu y: Nhu da ndi 6 trén, mdi tai khoadn OneDrive dugc cung cap tir 1TB - 5TB d{ liéu. Néu ban
muodn s dung toi da tai nguyén trén OneDrive, ban cé thé cai dat thém cho moét sé thu muc chi
dinh dong bo hodc khdng ddng bd véi may tinh cd nhan. Cach thuc hién nhu sau: O tab Account =
Choose folders = Tich chon hodac bd chon cac thu muc déng bo = click OK.
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2. Microsoft Sway

Gidi thiéu ung dung Microsoft Sway

Vi da dugc cai tién nén Sway cé thé tao nhirng ban trinh chiéu dep mat véi nhiéu dang dir liéu: van
ban, hinh anh, video cho dén nhiing doan tweet trén Twitter. Dac biét, Sway sé tu dong diéu chinh
bé cuc sao cho phu hop véi nhiéu loai thiét bi: may tinh, TV man anh réng cho téi tablet,
smartphone.

Microsoft Sway dugc xem la phién ban cai ti€n clia cong cu thuyét trinh ndi ti€éng PowerPoint. N6 sé
gilp nguoi dung tao ra nhirng ban thuyét trinh ngay trén “dadm may” va chia sé ching véi ban be
cla minh.
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Sau khi ban thuyét trinh dugc hoan thién, ban hoan toan cé thé chia sé ching ngay Ién cac mang
xa hdi nhu Facebook, Twitter hoac gui lién két qua email hoac nhing vao trang web ma minh yéu
thich.

Cac tinh nang chinh cua Sway

Sway dugc cai tién vaéi nhiéu tinh nang nhu: Tao slide mé& dau, tao slide ndi dung, tuy bién, hoan
thién slide, chia sé slide.

Huéong dan su dung cac tinh nang cua Sway trén
Office 365

Tao slide mé dau

+ Buédc 1: Vao trang chu https://office.com= dang nhap vao tai khodn Office 365 = chon Sway=
click vao Create New & trang chu cla Sway.
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+ Budc 2: Click Insert dé chon dnh nén chd dé cla bai gidng. Hodc ban cé thé kéo hinh anh tha
vao storyline. Ban thuc hién theo th tu nhu hinh duéi day.
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Note:

S6 2 dai dién cho chu dé

S6 3 chu dé bai gidng

S6 4 tim kiém anh qua mang
S0 5 md thém slide méi

+ Budc 3: D€ bat dau chay slide, ban nhan chon Play. Nhan nit Remix & canh trén man hinh dé
d6i sang ngilr cdnh khéac cho slide. Nhdn Esc néu mudén quay trd lai man hinh chinh s(a.
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Tao slide ndéi dung
Pé& tao phan ndi dung chinh cho bai gidng, ban thic hién theo cach lam sau:
Ban chon dau + mau xanh (& ngay bén dudi khung tiéu dé = chon Heading (tiéu dé cho mét

slide nho trong bai gidng). Sau khi da tao xong heading thi ban tao dén ndi dung ma minh muoén
ndi dén trong slide. Ban thuc hién theo cac céng cu dugc md td nhu trong hinh dudi day.


https://office.com/

i figze3B Bund or type unknown

Tuong tu, ban tao thém nhiing heading khac va n6i dung khéc cho dén khi hoan tat bai gidng.
Tuy bién, hoan thién
DE& chon tuy bién va hoan thién slide, ban dung cha yéu cac nat: Remix, Design, Navigation.

e V&i nUt Remix, Sway sé tu dong chon cac bd két hop gilra hiéu ing chuyén canh, font chir
va tbng mau khac nhau.

e VGi nGt Design, ban c6 thé chon phong cach va hiéu ing chuyén canh mot cach thu cong.

e VGi nUt Navigation, ban tuy chon theo y thich. Néu lua cai nao xong thi nhan Play dé coi
thr coi vira y chua nhé, chua vira y thi ti€p tuc chon.
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3. Microsoft Forms

Gi6i thiéu vé Microsoft Forms

Microsoft Forms la mét ing dung mdi trong bd Office 365. Ung dung nay sé gilp ngudi dung dé
dang tao khao sat nham thu thap théng tin, y ki€n hodc tao nhiing bai Quiz s&t dung trong giang
day.

Microsoft Forms néi bat véi 2 tinh nang chinh:

1. Tao lap Form
2. Thiét lap Form

Huéng dan st dung cac tinh nang cua Microsoft
Forms trén Office 365

Tao lap Forms

Pé& tao lap Forms: Ban vao trang chu https://office.com va dang nhap bang tai khoan Office 365 =
chon Forms = chon New Form. Tiép tuc, ban click vao Untitled form dé dién cac thong tin can
thiét vé Form name (1) va Description (2).
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O géc phai cia Form name cé biéu tugng dung dé chén hinh dnh. Ban cé thé chon anh tir Bing
Search, OneDrive, hoac Upload truc ti€p tu may lén.
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Trong dé:
Choice: la cho cac cau hdi dang Multiple choices hoac cau héi dang Check-box.

e (1) Nhap cau héi can hoi.

e (2) Chon hinh anh mu6n xuat hién trong cau hoi.

e (3) Nhap céc luya chon tra 10i bén duoi, dé thém lua chon Click “Add option”.
e (4) Cho nguodi lua chon tu nhap néi dung cau tra 16i Click “Add other option”.
e (5) Cho phép nguoi trd |16i chon nhiéu cau trad 10i Click bat “Multiple answers”.
e (6) NéEu muén cau hoi ¢ dang bat budc thi Click bat “Required”.

e (7) Nhiéu c6ng cu tuy chon khac nhu subtitle,...
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Text: la cac cau hoi dang Ty luan.

e (1) “Long answer” dugc dung cho cac cau tra 16i dai nhu viét doan van.
e (2) NEu ban mudn céu trd 16i chi chira s6 va thoa man cac PK thi cé thé cai dat Restriction
trong “...".
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Rating: la cac cau hoi vé danh gia
e (1) Cau héi theo cac muic do 1-5 hoac 1-10.

e (2) Biéu tugng hinh sao (Star) hoac s6 (Numbers) dé hé trg cho loai danh gia.
e (3) NEu muén dinh nghia muc 1 Star /5 Star thi ta c6 thé dung Add Label.
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Date: thu thap d{t liéu lién quan dén Ngay Thang nhu héi vé Ngay thang nam sinh.

Quiz: phuc vu cho cac cdu hai “cé tinh di€ém” nhu trong cac bai kiém tra ki€u dat cau héi va cau tra
|Gi, réi chon “Dap an dang” (Correct answer).

Ngoai ra, ban c6 thé:

e Chon Preview dé xem lai Form.
e Chon Theme dé thay déi giao dién (néu muén).
e Chon Share dé |ay link va Share.

Trén day minh da hudng dan ban cai dat, s& dung gan nhu toan bd cac ing dung khé va méi clia
phan mém Office 365 mdi nhat cha Microsoft. Van con moét sé ing dung khéc quen thudc nhu:
Teams, Word, Excel,...dé s&t dung hon; minh sé hudng dan cac ban & bai sau hoac cac ban tu tim
hi€u nhé.

Hi vong nhiing cach su dung office 365 trén day sé huu ich véi ban
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