Phong Cong nghé thong tin ThS. Tran Vién Phuc

HUONG DAN CAI PAT TAlI KHOAN
VA SU DUNG PUNG CACH OFFICE 365

Tom tit: Huéng dan yéu cau ngudi dung di duoc cip tai khoan Office 365 cling véi mat khau
kich hoat ban dau.

Lwu vV quan trong:

- Yéu cau ngudi dung chi sir dung trinh duyét web Google Chrome.

- Thiét bi (Laptop “mady tinh xach tay”, Desktop “may tinh ban”, Smartphone “dién thoai thong
minh”, Tablet “may tinh bang”) dé cai dat phan mém yéu cau RAM tdi thiéu 8GB.

- Hé diéu hanh néu dung Windows phai la phién ban Windows 10 tré 1&n.

Budéc 1: Mo trinh duyét web Google Chrome, vao trang https://www.office.com, chon dang nhap
theo miii tén do.

Introducing Microsoft Copilot: Meet your everyday Al companion for work and life. Learn more >

Office is now Microsoft 365

The all-new Microsoft 365 lets you create, share and collaborate
all in one place with your favorite apps

Budc 2: Nhap tén tai khoan caa minh vao, chon Next.
a5 Microsoft
Sign in

test168@sv.ufm.edu.vn

No account? Create one!

Can't access your account?

Back Next


https://www.office.com/
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Buéc 3: Nhap mat khau kich hoat dugc cip (Iwu ¥ mat khau cé phan biét chit HOA va chit thuong),
chon Sign in.

B Microsoft

& test168@sv.ufm.edu.vn

Enter password

Forgot my password ‘
Sign in

Buwéc 4: Nhap lai mat khau kich hoat duoc cip vao & mat khau hién hanh (Current password).
Nhap mat khau méi ciia minh (New password) va nhap lai mat khau méi (Confirm password).

Lwu y: Hé thdng yéu cau dat mat khau mai phai 1a mat khau manh, 1a mat khau khong cé chaa ID
hoic ho tén cia minh trong d6, c6 it nhét 8 ky tu, c6 chira 3/4 loai ky tu sau: ky tu chit hoa, ky tu
chir thuong, ky tu s va ky tu dac biét.

Mot s6 vi du goi y mat khau manh c6 chira 1 tir trong tén cia minh, ky tu dic biét @ thay cho a, !
thay cho i, $ thay cho s, * thay cho 1 ky tu trong tén, sé 0 thay cho chix o, V..V... nhu sau:
T@ikhoan, G'ang168, Ph*c1708, Kleu0O@nh, M@i170395, Tr@ng357, $ang8508, V..V...

B Microsoft

test168@sv.ufm.edu.vn

Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.
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a" Microsoft

test168@sv.ufm.edu.vn

Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.

Passwords can't contain your user ID, and need to be
at least 8 characters fong, with at least 3 of the
following: uppercase letters, lowercase letters,
numbers, and symbols. View details

Néu nhap lai mat khau méi khdng tring nhau, hé thong s& bao These passwords don’t match.

8" Microsoft
test168@sv.ufm.edu.vn

Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.

AR R AL LR LS

These passwords don't match.




Phong Cong nghé thong tin ThS. Tran Vién Phuc

Néu mat khau méi ma hé théng phét hién xuat hién qua nhiéu lan trude day rdi, hé théng s& yéu
cau dat lai mot mat khau khé hon.

B Microsoft
test168@sv.ufm.edu.vn

Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.

We've seen that password too many times before.
Choose something harder to guess. View details

AR R AL L]

Buwéc 5: Hé thdng yéu cau cap nhat thém thong tin bao mat dé néu quén mat khau cé thé ty minh
lay lai tai khoan thdng qua cac thong tin bao mat d6 (bat budc lam tiép budc 6 va 7), chon Next.

™ Microsoft
test168@sv.ufm.edu.vn

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more
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Budéc 6: Chon mién dién thoai Vietnam (+84), nhap sé dién thoai (sdt) c& nhan, chon mot trong
hai phuong thirc xac minh bao gém Receive a code “Nhén code” hoic Call me “Goi dién thoai”,
lo1 khuyén 1a nén chon Receive a code dé xac minh.

Luuy:

Lam budc nay nén lam qua may tinh chi khong nén lam qua dién thoai di dong.

Sdt phai 1a sdt di dong (c& nhan) chir khong thé 1a sdt ban.

Sdt nhap vao phai diing chinh xac.

C6 thé can phai tat wifi hodc 4G cua dién thoai vi tin nhan giri qua mang dién thoai.

Dung "gui lai" resend néu chua nhan dugc code trong 2-3 phut.

Thir dung phuong thire call xem, néu néi tiéng Viét thi thuc hién theo yéu cau, néu ndi tiéng
Anh thi thuong hé thdng bat x4c minh bang cach nhan phim #, can nhan phim nhanh ngay sau
khi hé thdng két thic yéu cau.

Lam lai & khoang thoi gian khéc vi hién nay hé thong dang xac thuc sé luong Ion tai khoan
sinh vién.

Minh hoa sau day xac minh theo phuong thirc Receive a code.

Keep your account secure

Method 1 of 2: Phone

(/) 2

Phone Email

Phone

You can prove who you are by answering a call on your phone or receiving a code on your phone.
b Y b Y

What phone number would you like to use?

Vietnam (+84) v ’ | 0765345374

(®) Receive a code

O Call me
Message and data rates may apply. Choosing Next means that you agree to the Terms of service and Privacy
and cookies statement.

Skip setup
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Keep your account secure

Method 1 of 2: Phone

o 2

Phone Email

Phone

We just sent a 6 digit code to +84 0765345374, Enter the code below.
553414

Resend code
o | N

Skip setup

Keep your account secure

Method 1 of 2: Phone

@ 2

Phone Email

Phone

° Verification complete. Your phone has been registered.

Skip setup

Budéc 7: Tuong tu nhu budc xac minh sdt ca nhén, khai bao email ca nhan, chon Next, nhan ma
bao mat qua email, nhap ding ma bao mat va xac minh.

Luwu y: Cac email c& nhan c6 thé nhu @gmail.com, @yahoo.com, @hotmail.com.
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Keep your account secure
Method 2 of 2: Email

Phone Email

Email

What email would you like to use?

| tranvienphuc@gmail.con’l

Skip setup
Keep your account secure

Method 2 of 2: Email

Phone Email

Email

We just sent a code to tranvienphuc@gmail.com
| 412779

Resend code

Skip setup

Keep your account secure

Method 2 of 2: Done

Phone Email

Success!

Great job! You have successfully set up your security info. Choose "Done” to continue signing in.

Default sign-in method:

% Phone
+84 0765345374

E Email

tranvienphuc@gmail.com
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Buwéc 8: Hé théng hién 18n nhitng huéng dan co ban dau tién. Chon theo miii tén d6 dé bo qua.

B Microsoft 365

Welcome to Microsoft 365, Tai khoan
With Microsoft 365 for education,
you can create, organize, and
collaborate on classwork, all in one
place

2 it mee
B o 8 B & & o

® . n Get started o
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Buoc 9: Co 2 cach mo va lam viéc trén MS. Teams:
- Céch 1: Mé théng qua trinh duyét web Google Chrome.
- Céch 2: Lén mang tai vé ban cai dat va dung nhu 1a mot phan mém cai dat trén thiét bj.

. i .
Céach 1: Chon biéu twugng MS. Teams “ nhu khung d6 trong hinh dé mo.

v O Home | Meroich 365 x +
€ 3 C % officecom/lauth=2

E L. s

L]

»@. Welcome to Microsoft 365, Tai khoan Install and mote
]

& ’-. . Get started o
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Néu hé théng hién 1én théng bao sau thi chon Use the web app instead (sir dung théng qua trinh
duyét web) theo miii tén do.

Microsoft Teams

-
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Pg [

Download the Teams desktop app
and stay better connected.

Get the Windows app

Use the web app instead «

Néu hé thdng hién 1én nhu cac hinh dudi day thi chon Turn on (bat) va Allow (cho phép) theo
mii tén do.

Stay in the know. Turn on
T desktop notifications.

Dismiss

teams.microsoft.com wants to

R Show notifications

» Allow Block

Chon Switch now “chuyén ngay” néu hé théng cé hoi muén chuyén qua phién ban méi.

Els. R

i3
oo r_,,‘ = e = | N

Your org is switching to the new Teams, and it's ready
for you to use.

> BT
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Cach 2:

- Pbi v6i Smartphone hoic Tablet: 18n Appstore hozc CH play dé tai Microsoft Teams vé cai
dit trén thiét bi va ding nhap tai khoan khi da 1am hét 7 bwéc dau tién ¢ trén.
- Pbi véi may tinh xach tay Laptop hoic may tinh ban Desktop:
v Lén https://www.microsoft.com/en-gb/education/products/teams dé tai Microsoft Teams
for School vé cai dat va dang nhap tai khoan khi da lam hét 7 bwéc dau tién ¢ trén.
v' Luwu y: néu may tinh ¢6 san Microsoft Teams thi can kiém tra né c6 phai la phién ban
Microsoft Teams for School vi thuong d6 la phién ban Microsoft Teams for Personal
Use (duing c& nhan) s& khong dang nhap tai khoan (dung t chuc) do Truong cip dugc.

* microsoft.com/en-gb/education/products/teams |

I. Microsoft | Education  why Microsoft Education  Products Learning Accelerators  Training & events Browse by role Connect with an expert Search

Watch Reimagine Education and learn what's new with responsible Al in education

Empower students and
educators with Microsoft
Teams for schools

Download Teams now «

Connect with an expert > Sign In with email >

Néu Nha phat hanh Microsoft co thay d6i duong dan tai vé thi 18n Google tim kiém Microsoft
Teams for schools dé tai vé va cai dat.

Buéc 10: Néu mudn cai dat bo Office 365 co ban (Word, Excel, Powerpoint) ban quyén trén
may tinh ca nhéan, chon Install Microsoft 365 Apps theo khung do.

« C % office Q 70
Microsoft 365 L Search e B &

Home
Welcome to Microsoft 365 Justafl sncmore
Y ) Install Microsoft 365 apps

v = Install Word, Excel, PowerPoint, and more.
@ Recommended
Feed Explore your Apps

B  Access your favorite apps and do more on

(251 p Youedited this You edited this QP You the web.
Apps Mon at 234 PM Aug 29 Fria
(453 @= 20240813 CHUAN BI DON TAN SINH V... c install the Microsoft 365 mobile
Admin - . [ P

Take your productivity on the go with our
free iOS and Android app.

10


https://www.microsoft.com/en-gb/education/products/teams
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Néu chon Install Office sé tai vé ban cai dit chung phu hop cho may tinh. Nhung loi khuyén 1a
nén chon View apps & devices theo miii tén d6 dé lua chon ban cai dat phi hop hon.

« 5 ¢

25 portal.office.com/account/?ref=Harmony#home

<_

B Subscriptions

Verify what products and licenses you have.

My account

¥ Office apps & devices

You can install Office on up to 5 PCs or Macs, 5 tablets,
and 5 smartphones.

Install Office

Subscriptions

Security & privacy

> £ [0 g

» View apps & devices

App permissions

Apps & devices

Q4 Security & privacy

Protect your account and adjust important privacy
settings to your preference.

Tools & add-ins

Manage security & privacy

View subscriptions

& App permissions

Manage which apps have access to your data. You can
revoke permission whenever you want.

Change app permissions =7

Nén chon ngdn ngit 12 English (United States) vi la ban chuan Qudc té, chon 64-bit hay 32-bit
tdy thudc hé diéu hanh méay minh 1a 64 hay 32-bit (hau nhu cac hé may sau nay déu 64-bit). Chon

Install Office dé tai vé va cai dat. Néu mudn xem minh da cai dat Office 365 trén
nhitng thiét bi nao rdi, chon DEVICES. Luu y tuyét ddi tranh tu Disable hoic Sign out chinh
thiét bi caa minh vi “After you sign out, you won’t be able to edit files or create new ones on
your device. Signing out does not remove the software from your device or cancel your
software subscription”. Hanh dong do s& “cit” tai khoan ciia minh,

<« » C 2% portal.office.com/account/?ref=Harmony#

My account

Apps & devices

My account

EFEREEFLG a

3 Install Office

Office

Subscriptions

Language@ Version
1|English (United States) v | 2[64-bit v

4DEVICES

Security & privacy

=

App permissions

{n)
]
Q
&
¥

Apps & devices
Skype for Business

Edition
[ Skype for Business Basic v ]

Version
[64-bit v]|

Language
[English (United States)  v]

Install Skype

11

ﬂ Tools & add-ins
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Sau khi cai dat xong, m¢ Word 1én, vao File = Account = Sign in dang nhap tai khoan cia minh

vao. Giao dién thong tin co ban nhu hinh sau.

u 20240911 HD CAIl DAT TAI KHOAN VA SU DUNG DUNG CACH OFFICE 365.docx =

G] Home
D New
= Open

Share

o

55| Get Add-ins

Info

Save a Copy

Print

Export

Transform

Close

Account

User Information

=% Tran Vién Phic

Change photo
About me

Sign out
Switch account

Account Privacy

tv.phuc@ufm.edu.vn

i

Product Information

B Microsoft

» Subscription Product for tv.phuc@ufm.edu.vn

Microsoft 365 Apps for enterprise

This product contains

JIEOGOa

[ Manage Settings 1 Manage Account ‘ ‘ Switch License ‘ ‘ Update License
Office Background: = . .
» ce Bac 9 d I Microsoft 365 and Office Updates
| Circles and Stripes o |; Updates are automatically downloaded and installed.
- Updat
Office Theme: I8 i
ptions v
[ white v —

Connected Services:
@ OneDrive - UFM
tv.phuc@ufm.eduvn
B Sites - UFM
tv.phuc@ufm.eduvn

[ Add a service v

Accatn: |«

Options

About
Word

What's
New

Q)

z

About Word
Learn more about Word, Support, Product ID, and Copyright information.
Version 2408 (Build 17928.20114 Click-to-Run)

Current Channel

What's New

See the most recently installed updates.

12



