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HUGNG DAN
V/v khai thac Microsoft Office 365 ctia Trudng PH Tai chinh — Marketing
I. Cac thong tin chung

1. Phan mém Microsoft Office 365 (goi tat Office 365) thuoc s hiru Truong Dai
hoc Tai chinh — Marketing do phong Cong nghé thong tin quan 1y tap trung.

b

M&4i c4 nhan céng chire, vién chuc, nguoi lao dong, ngudi hoc duge cAp mién phi
mot tai khoan Office 365 dé sur dung trong cong viéc, hoc tdp va nghién ciu tal
Trudng Pai hoc Tai chinh — Marketing.

3. Ngudi dung c6 thé truy cip tai khoan Office 365 qua dia chi sau:
https://portal.office.com.

II. Quy trinh cAp méi, cAp lai, quan Iy va thu héi tai khodn Office 365
1. Chp mdi tai khoan Office 365 s& ap dung:

— Pébi véi céng churc, vién chure, nguoi lao dong moi tuyén dung: Pon vi lap danh
sach dang ky theo miu chuyén vé phong Cong nghé thong tin (P.CNTT) qua
hop thu dién ti: phongentt@ufm.edu.vn.

= DP6i voi ngudi hoe dang theo hoc tai truong: P.CNTT khdi tao va cung cap cho
mdi ngudi hoc 01 tai khoan Office 365 dé sir dung trong suét qua trinh hoc tap

tai truong thdng qua phong Quan ly dao tao, Vién.

— Péi véi ngudi hoc & cac khoa méi trang tuyén: P.CNTT phéi hop véi Phong
Quan ly dao tao, Vién dé tién hanh khoi tao tai khoan Office 365 cho nhing

nguoi hoc mé1 nhap hoc.
2. Cép lai, khoi phuc lai mat khau tai khoan Office 365:
— Khi ¢6 nhu cau cép lai hodc khoi phuc lai mat khau tai khoan Office 365:

+ Doi vbi cong chire, vién chire, nguoi lao dong: Don vi 14p danh sach dang ky

theo mau chuyén vé P.CNTT qua hop thu dién ti: phongentt@ufm.edu.vn.




+ Dbi véi nguoi hoc: Phong quan 1y dao tao hodc Vién téng hop roi gui thong
tin vao hop thu hotrokythuat@ufm.edu.vn vé1i ndi dung:
= Ma sinh vién.
= M3 Lép.
= Ho va tén sinh vién.
= The sinh vién.

— Viéc Cép lai, khéi phuc mat khau Office 365: P.CNTT chi hd tro toi da 3 lan.

Thoi gian xu ly 1a 3 ngay ké tir ngay nhan duoc yéu cau h tro.

II. Quy dinh vé viéc sir dung tai khodn office 365
— Toan thé cong chirc, vién chirc, ngudi lao dong va ngudi hoc phéi dung office 365
cua nha Trudng cung cap dé lam viée, hop truc tuyén, giang day, nghién ctru va hoc
t@ap.
— MaQi c4 nhan tu quan 1y thdng tin cla tai khoan office 365 (bao g6m théng tin dang
nhap va mit khéu).

IV. Quy dinh vé viéc khoa va thu hdi tai khoin office 365
Tai khoan office 365 s& bi khéa hodc thu hoi trong cac truémg hop sau:

+ Tai khodn s& bi khoa khi khéng kich hoat trong vong 3 thang.
+ Tai khoan s& bi thu hdi khi céng chire, vién chire, ngudi lao dong, ngudi hoc

thoi cong tac & hoc tap tai truong.

Trong qua trinh to chirc thuc hién, néu co nhiing van dé kho khan, vudng méc,
cac don vi can phan anh véi Phong CNTT dé tong hop trinh lanh dao nha truong diéu
chinh, bd sung Quy dinh cho phu hop./.
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