Hudng dan thay d6i mat khau office 365
HUONG DAN THAY POl MAT KHAU OFFICE 365

Véi ngudi mai bat dau si dung Office 365, viéc doi mat khau 1a viéc 1am quan trong dau
tién nham bao mat cho tai khoan cua minh. Néu ban gap van dé gi vé viéc ding nhap Office

365, vui 1ong lién hé bo phan IT dé dugc hd tro qua email phongentt@ufm.edu.vn.

. DANG NHAP VAQ OFFICE 365.
> Ping nhap vao office 365 thong qua portal: https://portal.office.com. Chi y dién day du

username, vi du: phongcntt@ufm.edu.vn

Be Microsoft

Sign in

phongentt@ufm.edu.vn

MNext

Can't access your account?

Hinh 1. Man hinh nhdp tén dang nhdp.

> Nhap mat khau dé dang nhap

Enter password

Password

Forgot my password

Hinh 2. Man hinh nhdp mdt khdu.

Phong Céng ngh¢ thdng tin
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1. DOl MAT KHAU.

Quy dinh vé& mat khau: Do dai tir 8 — 16 ky tu; khong bao gom tir phd thong va tén; két
hop chit hoa, chit thuong, s6 va ky tu dac biét.

» Vao Settings > Change your password

B - B

Settings x
Search all setting je
Theme

. Default theme

5tart page

Set your start page

Motifications

Decide which nohfications you need.
F

Password

Change your password.

Hinh 3. Man hinh dsi mdt khau.
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» Nhap théng tin va chon Submit

change password

Strong password required. Enter 8-16 characters. Do not
include common words or names. Combine uppercase
letters, lowercase letters, numbers, and symbols

User ID

Old password

Create new password

Password strength

Confirm new password

Hinh 4. Man hinh xac minh mdt khau méi.

I1l. THOAT KHOI OUTLOOK / OFFICE 365.
> Chuyén qua tng dung khac trong bo Office 365
Céach 1:

Office 365 =

E> ﬂa Outlook £@ OneDrive

@ Word Excel
@ PowerPoint Ei OneMote

Hinh 5. Man hinh chuyén sang izng dung khac (cach 1).
Phong Cong nghé théng tin
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Cach 2:

Office 365

t Good afternoon

Apps
& a O
Outlook OneDrive Word
® O
Advitt Secun-ty &
Compliance

Hinh 6. Man hinh chuyén sang izng dung khac (cach 2).
» Thoat khoi Office 365

—

My accounts x

O

/
(?)
7

My profile

My account

Sign out @

Hinh 7. Man hinh thoat khdi tai khodn.
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