Phong Cong nghé thong tin ThS. Tran Vién Phuc

HUONG DAN CAI PAT OFFICE 365 TREN MAY TIiNH
VA SU DUNG PUNG CACH

Tom tat: Muc huéng dan ndy yéu cau nguoi dung da co tai khoan Office 365 (goi tét 1a 365) duoc
cap cung véi mat khau kich hoat roi.

Luu v quan trong: Dé dung dugc ddy du tinh ning ciing nhu twong thich véi 365, y8u cau nguoi
dung sir dung trinh duyét web Google Chrome. Néu trén may tinh chua c6 Google Chrome, yéu
cau cai dat trude khi vao cac budc dudi ddy. Yéu cau gd hét tat ca cac phién ban Office cii dé
tranh xung dot phan mém khi cai dat 365.

Budc 1: Mo trinh duyét web Google Chrome, vao trang https://www.office.com, click dang nhap
theo mdi tén do.
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Remote Learning in education. Learn more >

Hello, Tran Vién.
Welcome back.

Sign in as tv.phuc@ufm.edu.vn

:

? Forget this account

Buéc 2: Nhap tén tai khoan cia minh vao, click Next.

B Microsoft
Sign in

test18@sv.ufm.edu.vn|

No account? Create one!

Can't access your account?

Sign-in options ‘


https://www.office.com/
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Budéc 3: Nhap mat khau kich hoat duwoc cap (12 mat khau duoc hé théng tu dong phat ra, thuong
c6 dang 8 ky tw gom 1 ky tu chir dau viét hoa, 2 ky tu chit tiép theo viét thuong va 5 ky tu sé sau
cuing), click Sign in.

B Microsoft

& testl8@sv.ufm.edu.vn

Enter password

Forgot my password ‘

Bwéc 4: Nhap mat khau kich hoat duoc cp vao 6 mat khau hién hanh (Current password). Nhap
mat khau méi cua minh (New password) va nhap lai mat khau méi (Confirm password).

Luu y: Hé thdng yéu cau dat mat khau mai phai 1a mat khau manh, 1a mat khau khong c6 chaa ID
hoac ho tén ciia minh trong dé, c6 it nhat 8 ky tu, ¢6 chtra 3/4 loai ky tu sau: ky tu chit hoa, ky tu
chir thuong, ky tu s va ky ty dac biét.

Mbt s6 vi du goi y mat khau manh c6 chira 1 tir trong tén ciia minh, ky tu dic biét @ thay cho a, !
thay cho i, $ thay cho s, * thay cho 1 ky tu trong tén, s 0 thay cho chir o, V..V... nhu sau:
T@ikhoan, G'ang168, Ph*c1708, K!leu0@nh, M@i170395, Tr@ng357, $ang8508, V..V...

BT Microsoft
test18@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.

Current password

New password

Confirm password
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B Microsoft

test18@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 long, 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.
BT Microsoft
testl8@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.

These passwords don't match.
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Néu mat khau méi ma hé théng phat hién xuat hién qua nhiéu lan trudc day rdi, hé théng s& yéu
cau dat lai mot mat khau khé hon.

o Microsoft

test18@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

Buwéc 5: Hé thong yéu cau cap nhat thém thong tin bao mat dé I ¢6 quén mat khau cé thé tu minh
lay lai tai khoan thdng qua cac thong tin bao mat do, click Next.

BT Microsoft

test18@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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Buwéc 6: Click Set it up now theo miii tén do dé thiét 1ap sb dién thoai ca nhan.

2% Microsoft testl8@sv.ufm.eduwvn | 2

don't lose access to your account!

To make sure you can reset your password, we need to collect some info so we can verify who you are. We won't use this to spam you - just to keep your account more
secure. You'll need to set up at least 2 of the options below.

o Authentication Phene is not configured. Set it up now ‘

o Auth entication Email is not configured. Set it up now

cancel

Buéc 7: Nhap mién dién thoai Vietnam theo miii tén d6 1. Nhap s dién thoai ca nhan theo miii
tén do 2. Click text me (tic & gui tin nhan cho minh) theo chi din do 3. Hé thong sé& giri 1 ma
code qua s dién thoai cho minh. Nhap ma code dé vao va xac thyc.

BT Microsoft

don't lose access to your account!

Please verify your authentication phone number below.

Authentication phone
Vietnam (+84) B « 1
0765345374 < )

; I T

Buéc 8: Néu mudn thay ddi sb dién thoai ca nhan khac, click Change. Click Set it up now theo
mili tén do dé thiét 1ap email c& nhan.

B Microsoft testl8@sv.ufm.eduvn | ?

don't lose access to your account!

To make sure you can reset your password, we need to collect some info so we can verify who you are, We won't use this to spam you - just to keep your account more
secure. You'll need to set up at least 2 of the options below.

€9 Authentication Phone is set to +84 0765345374, Change

o Authentication Email is not configured. Set it up now«

cancel
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Buéc 9: Tuong tu nhu budc xac thuc sé dién thoai ca nhan, khai bao email ca nhan, click email
me (térc 1a giri email cho minh), nhan 1 ma code qua email, nhap ding ma code va xac thyc. Néu
muén thay d6i email ca nhan khéc, click Change & phan email. Click finish dé hoan thanh.

Luwu y: Khai b4o email ca nhan khong duoc nam trong mién @ufm.edu.vn, hdy khai bao 1 email
ca nhan khac nhe @gmail.com, @yahoo.com, @hotmail.com, mién la khac mién @ufm.edu.vn.

B® Microsoft

don't lose access to your account!

Thanks! We'll use the info below to recover your account if you forget your password. Click "finish" to close this page,
@ e % 2
% Authentication Phone is set to +84 0765345374, Change

7,

& . b _— . e y 3
¥ Authentication Email is set to tranvienphuc@gmail.com. Change

finish cancel

Buéc 10: Hé thdng hién 1én huéng din co ban dau tién. Click X theo miii tén do dé bo xem.

& Microsoft X <um

Welcome, Tai Khoan
Let Office 365 help you get your
classwork done

® o ®» ¢ o
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Buéc 11: Giao dién web cua 365 thé hién 1 s6 phan mém co ban nhu trong khung d6 bén trai.

Office 365 £ search

Good afternoon Install Office
Al Myrecent Shared Favorites Type to filter list Y T Upload
O Name Modified Shared by Activity
-

e

No content activity

Share and collaborate with others. Create a new document or upload and open one to
get started.

T Upload and open... “

2 & & 0 @ @ @ @ o >

B |&

Feedback =

z

éu mudn xem nhiéu phan mém hon, click All apps theo miii tén do.

Office 365 £ Ssearch
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® & » & @
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Office 365

© R v

A Vv @ 3

All apps

Bookings

Simplify how you schedule and man..

Excel

Discover and connect to data, model...

MyAnalytics

Create better work habits with insigh...

People

Organize your contact info for all yo...

PowerPoint
Design professional presentations.

Stream

Share videos of classes, mestings, pr...

Whiteboard

Ideate and coliaborate on a freeform...

Tips and Tricks

ﬁ!

E B P Y D

Calendar

Schedule and share meeting and eve...

Forms

Create surveys, quizzes, and polls an...

OneDrive

Store, access, and share your files in ...

Planner

Craate plans, organize and assign tas...

Project

Develop project pians, assign tasks, t...

Sway

Create and share interactive reports, ...

Word
Bring out your best writing.

Class Notebook

Organize your lesson pians in 2 digit..

Kaizala

A simple and secure mobile chat 2pp...

OneNote

Capture and organize your notes acr...

Power Apps

Build mobile and web apps with the ...

SharePoint

Share and manage content, knowled...

¢ ® & A

Teams

The customizable, chat-based team ...

LB Y AU R

&

Yammer

Connect with coworkers and classma...

Delve
Get personal insights and relevant in.

Lists
Allows users to create, share, and tra...

Outlook
Business-class email through a rich a...

Power Automate
Create workfiows between your apps...

Staff Notebook
Coliaborate with facuity and staff to ...

To Do
Keep track of your tasks in one place...

M Feedback
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Buéc 12: Néu chi mudn lam viéc trén web, click thir Teams dé mo chwong trinh Microsoft Teams
Ién, click Use the web app instead (st dung chuong trinh web dé thay thé) theo mili tén do.

Microsoft Teams

&

-
o . o
|
&

[

’\.':
@
\

Download the Teams desktop app
and stay better connected.

Get the Windows app

Use the web app instead «

Buéc 13: Néu hién 1én nhu cac hinh dudi day thi click 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
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Buéc 14: Néu mudn cai dat bo Office ban quyén quyén ning trén may tinh ca nhan, click Install
Office theo mili tén do dé cai dat phan mém trén chinh may tinh minh. Luu ¥ hién tai minh chi
dang 1am viéc trén giao dién web. Click Office 365 apps, hé thong s& tu dong tai vé va cai dit,
viéc nay nhanh hay cham tdy thudc vao cdu hinh may tinh va téc d6 Internet cia minh (thuong
méat 10-15 phat). Néu mudn tu tai vé va cai dat, click Other install options, theo ddi tiép budc 15.

Office 365 L Ssearch o & ° @

Good afternoon, Tai Khoan »

Office 365 apps
Includes Outlook, OneDrive for Business,

1<

Al Myrecent Shared Favorites
— Word, Excel, PowerPoint, and more.

| Name Modified Shared by Other install options
—>  Select a different language or install other

apps available with your subscription.

No content activity

Share and collaborate with others. Create a new document or upload and open one to
get started.

T Upload and open... “

BE & ® 8 P & & B E ® 2>
»
: )

M Feedback

Budéc 15: O muc Install Office, click View apps & devices theo miii tén do.

"File Edit View History Bookmarks Tools Help ]

] Myaccount

@
=
<
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@

|

O & hipsy

My account

My account ¥ Office apps & devices & subscriptions

You can install Office on up to 5 PCs or Macs, 5 tablets, Verify what products and licenses you have.
Personal info and 5 smartphones.
Subscriptions Install Office
Security & privacy » View apps & devices View subscriptions

l View apps & devices ]

App permissions

< @ 2 [ X K=

Apps & devices Q Security & privacy & App permissions

Protect your account and adjust important privacy Apps with access to your data: 26

-ins settings to your preference.
iools & 20d ins Manage which apps have access to your data. You can

revoke permission whenever you want.

Manage security & privacy Change app permissions
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Buwdc 16: Hay nén chon ngbn ngtr 1a English. Chon 64-bit hay 32-bit (mdii tén do 1) tuy thudc vao
hé diéu hanh caa minh 1a 64 hay 32-bit. Click Install Office (mii tén do 2) dé tai vé va cai dit.
Néu mubn xem minh da cai dat 365 trén nhiing thiét bi nao rdi, click DEVICES (mii tén do 3).

File Edit View History Bookmarks Tools Help

My account X

&« C @ © & httpsy//portal.office.com/account#installs&SoftwareManageLayout =Panel_MicrosoftOffice_ClientDownload w rino e

My account

Apps & devices
My account

1

Pasena vk S } HEREERERR -

Language © Version E
[English (United states) [+]  [64-bit[~] 2 mmp- |"stall Office

DEVICES  «fjmm 3

Security & privacy

App permissions

Skype for Business

B Subscriptions
il Language Version Edition =
[English (United States) [+]  [64-bit[]  [Skypefor Business Basicl~]

Apps & devices

Tools & add-ins

D Get Office on your phone or tablet
iOS | Android | Windows

Buwdc 17: Sau khi cai dat xong, mé Word 1én, vao File->Account, sign in tai khoan minh vao. Giao
dién thong tin co ban nhu hinh sau.

huong dan cai dat office 365 tren may tinh va su dung dung cach Tran Vién Phic ° ? - X

' .

Account

User Information Product Information

Tran Vién Phdc .
tv.phuc@ufm.eduvn < |IcCe
Change photo

About me
Sign out Subscription Product

Switch account Microsoft Office 365 ProPlus
5 » Belongs to: tv.phuc@ufm.eduvn
Save As Account Privacy S
Manage Settings X
e JdICEUNAITOS
“ Manage Account Change License
Office Background: J 2
Share P a
lo Backgroun o .
g kA Office Updates
Export Office Theme: Updates are automatically downloaded and installed.
: Update
Transform Colorful - Options v
Close Connected Services: About Word
@ OneDrive - UFM @ Learn more about Word, Support, Product ID, and Copyright information.
tv.phuc@ufm.eduvn < "\meg Version 2002 (Build 12527.20880 Click-to-Run)
or

3 Sites- UFM

Security updates only
tv.phuc@ufm.eduvn < B

Learn why you're only receiving security updates

Add a service v
é>‘f What's New
Account See the most recently installed updates.
What's
New

Options

e — — -
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