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l. Hudng dan tai va st dung bd cdng cu Office cla Office 365

e Luuy : V&i mbitai khodn dang s dung, s& duogc st dung bd Office m&i nhat cia Microsoft ban
quyén, va cai dit dugc trén nhiéu thiét bj cung luc, t8i da 5 thiét bi bao gdm may tinh, dién
thoai, may tinh bang. LAm theo hudng din sau day dé tai bd Office ban quyén xuéng may tinh :

e Trén trinh duyét truy cap vao dudng dan : https://www.portal.office.com

/ Tab mai X \D

C | O portal.ofﬁce.coml

[ portal.office.com - Ding nhap tai khoan clia ban

Q, portal.office.com - Tim kiém trén Google
[ portal.office.com/home

[ portal.office.com/admin/default.aspx
[ portal.office.com/ols/mysoftware.aspx

[ portal.office.com/ecp

e Dién tén dang nhap va mat khiu, vi du tai khodn ctia Pang Quéc Huwng ¢ tén Email 13
hungdql9@neu.edu.vn va mat khau |a ****** C3ch dién nhu sau :

] Office 365

Tai khoan cd quan hoic trudng hoc

hungdglS@neu.edu.vn

samssnsaan

) Duy tri trang thai dang nhap

Bang nhap

Ban khéng truy cdp dugc vao tai khoan?



mailto:hungdq19@neu.edu.vn

Hodc trong hom thu trén trinh duyét web, click vao Office 365 nhu hinh :

Office 365 Outlook

Tim kiém Thu va Moi ngusi SO ® Méi

Click vao

day
®© Thu muc Uu tién Khac v
~ Yéu thich Tiép theo: Khéng cd s kign ndo trong [ Lich céng tac
Hép thu dén 1 Sigler, Melinda A.
Muc d3 G Employee Survey 12/05/2017
This is a notice to all staff/femployee that we are parti..
Mucdixoaba 3
~ EX2010 Vien Cong nghe thong tin kinh..
) . Thiéng bédo nang cép hé thdng thu dién tl né 09/05/2017
Hop thu dén 1 Kinh glii: Cac Can bé, giang vién Trugng Bai hoc kinh...

Ban nhap 4 ) o

Vien Cong nghe thong tin kinh..

Théng bac ndng cdp hé théng thu dién tirn 08/05/2017
Muc & xoa ba 3 Kinh gifi: Cac Can bé, gidng vién Trudng Bai hoc kinh...

Muc d2 Gii



Trén trang Portal, click vao Cai dat Office 2016.

A

? Dang Q. Hung

¥ Cai dit Office 2016

Cac cai dat khac

Trinh duyét sé tu dong tai bd cai Office 2016 vé may.

\ﬂ Setup. XB6.vi-vn_O...exe A
03/3.3 M8, Cén 3L gi

Chi vai budc nita thoi...

|j Setup. v

@ Bam Chay
Bar

Co

@ Nobi"co" © Duy tri trang thai truc
i tuyén

Bim

vao tép Thi€t 1ap & cudi man hinh,




Vao muc Downloads trén mdy > Click chudt phai vao file vira tai vé > Chon Open.

= RecentPlaces

= Libraries
@ Documents

J’ Music

[E&5] Pictures

E Videos

1% Computer

Gh Metwork

B4m Yes dé tiép tuc

@ User Account Control

@

G Program name:

File erigin:

() Show details

=5 |EEH =%
OO | & » Computer » Local Disk (C:) » Users » HungDQL8 » Downloads - |¢,H Search Downloads pl
Organize = Open Share with + Burn Mew folder == | @
¢ Favorites MName . Date medified Type Size
B Desktop | ﬂ Setup X86.vi-vn_0365ProPlusRetail_0806.. o 3,990 KB|
& Downloads

Do you want to allow the following program to make
<" changes to this computer?

Verified publisher: Microsoft Corporation

'@' Run as administrator

Troubleshoot compatibility

Share with »

Restore previous versions

Send to »
Cut

Copy

Create shortcut
Delete

Rename

Properties

Microsoft Office

Downloaded from the Internet

e )]

Change when these notifications appear




e BO caisé ty dong chay, chd cho qua trinh dién ra hoan tat.

] Office

Chung t6i da chun bi moi thi 5an san g

e Cho cho qua trinh cai dat tw dong dién ra va hoan thanh.

Paste

u Ofﬁce Paste shortcut

MNew 3

Screen reselution

Gadgets

6 alk

gl |

bang cai ddt Office

Chiing téi s& xong trong chdc 14t nita.

Ly =

e Sau khi qua trinh cai ddt hoan tat, dwdi thanh Taskbar s ty dong xuat hién céc &ng dung Office
cla Office 365.




e D& slrdung irng dung luu trir file triec tuyén va dong bo vai file dwdi may tinh, ta mé (rng dung
OneDrive for Business.

Access 2016

e Default Programs
ﬁ‘ Desktop Gadget Gallery HungDQ18
Excel 2016
¢ Google Chrome Documents
@ Internet Explorer (64-bit)
@ Internet Explorer Pictures
‘& Microsoft Onelrive
& OneDrive for Business
[ OneMote 2016 i
[ Outlook 2016 Lo
El PowerPoint 2016

Music

Control Panel

[ Publisher 2016

Devices and Printers
Default Programs

Help and Support




e Dién tén dia chi email cia ban va bam Sign in.

Set up OneDrive

Put your files in OneDrive to get them from any device.

iln Tty

Enter your email address

Clicking "Sign in™ means you agree to the Microsoft Senvices Agreement and privacy ststement. OneDrive may also
download and install its updates automatically.




e Ding nhap bang tén email va mat khau cda ban réi bdm OK

1] Office 365

 Windows Security

Connecting to sso.neu.eduwn,

AN

/\
“Jser name® / \\

’ Password 4 \

Domain: WIN-307R1IHDFKS
Remerber my credentia

® 2017 Microsoft B Microsoft

Terms of use  Privacy & Cockies




Bam Next dé tiép tuc.

This is your OneDrive folder

Add files here so you can access them from other devices and still
have them on this PC.

"COnelrive - Mational Economics University

Change location




e Bam Next dé tiép tuc.

Sync your OneDirive files to this PC

Choose what you want to download to your "OneDrive - National
Economics University” folder. You can get to these items even when you're
offline.

sync all files and folders in OneDrive - Mational Economics University

Or sync only these folders:

|_| Files not in a folder (0.0 KB}
> [] | Attachments (0.0 KE)

Location on your PC: C:\User...\OneDrive - National Economics University Mext
WM
Selected: 0.0 KB Remaining space on C: 44.6 GBE




e B3m Open my OneDrive dé tiép tuc.

Your OneDrive is ready for you

We'll sync your files to this PC. To add files to OneDrive, just move them to your
"OneDrive - National Economics University” folder.




e Copy file vao folder OneDrive duoc ty dong tao sau khi cai dat thanh cong, file nay sé duoc ty
dodng ddng bo 1én Office 365 va co thé xem trén nhiéu thiét bj va rng dung cla Office 365.

€

e
Organize » Open Share with = Burn Mew folder = - I@I
‘e Favorites Mame : Date modified Type Size
Bl Desktop @ Attachments 6/13/2017 10:33 AM  File folder
4 Downloads £] Setup.¥86.vi-vn_0365ProPlusRetail_0806..  5/16/2017 10:47 AM  Application 3,990 KB

@) | . ¥ HungDQ18 » OneDrive - National Economics University » - || Search OneDrive

=] Recent Places
¢& OneDrive - National

- Libraries
3 Documents
fJ'. Music
=] Pictures

E Videos

M Computer

&‘! Metwork

Setup. X868 .vi-vn_0365ProPlusRetail_08089... Date modified: 5/16/2017 10:47 AM Date created: 6/13/2017 10:39 AM

Size: 3.89 MB

J

Application

Trén trang portal Office 365, truy cap vao &rng dung One Drive dé xem lai file vira lvu.

365

& Cai dat Office 2076

Xin chao

e chi 8Bt khic



e Click nhu hinh dé tiép tuc

Office 365 | OneDrive ? | Dang Quoctung (@)

Mdi nhiing ngudi khac xem hodc chinh stra tép bat ky ma ban chon.

Cac tép va thu muc ludn & trang thai riéng tu cho dén khi ban chia sé chung.

" OneDrive cta ban da sin sang (3

e Day la giao dién cla One Drive trén trinh duyét web.
Bam M&i dé tao mdi céc file Office tryc ti€p trén trinh duyét web.
Bam Tai lén dé tai céc file Ién OneDrive.
Bam Dong bd dé dong bo file gitra folder Onedrive duwdi Computer |én Office 365.

- - . - [ ]
i | Office 365 OneDrive s | Dang Quoc Hung (e
2 Tim kigm -+ Mgi ~ T Tdiléen ~ 3 Ddngbo |= sépxép ~ H (0]
~
Dang Quec Hung TE p
Tép
. v T Tén D3 slra 881 Ngugi Sira déi Kich & Tép Dang chia s&
Gén day
. B Attachments 3 phiit trudc Dang Quoc Hung & Chiban
Baé chia sé vdi téi
[ Setup.X86.vi-wn_0365ProPlusRetail_08069b00-dd54-4cdS-bbaa-b... 15 Thang Nam Dang Quoc Hung 3,90 MB £ Chiban

Thung réc
National Economics University -t
Nhém dua moi ngusi dén véi

nhau. Hay tham gia mat nhom
hajc tao nhém riéng cda ban.



e D& slr dung rng dung Skype for business 2016 dé lién lac v&i nhirng ngudi dung trong cung té
chirc, m& &ng dung Skype for business 2016.

Access 2016

e Default Programs
@ Desktop Gadget Gallery HungDQ18
Excel 2016
& Google Chrome Documents
@ Internet Explorer (64-bit)
@ Internet Explorer Pictures
‘@ Microsoft Onelrive

#& Onelrive for Business

[E Onehote 2016

[ outlook 2016

E' PowerPoint 2016

[@ Publisher 2016

@ Skype for Business 2016

{!. Windows Anytime Upgrade
€ Windows DVD Maker

B2 Windows Fax and 5can

0 Windows Media Center Help and Support
@ Windgws Media Player

@ Windows Update

Music

Computer

Control Panel

Devices and Printers

Default Programs




Nhap tén dang nhap cuta ban vi du nhu hinh > B4m Sign in

@ Skype for Business - O

Skype for Business

Sign in O

Sign-in address:

| hungdq19@neu.edu.un|

Use the sign-in address for your organization - not a Skype MName
or Microsoft account

Learn More
Delete my sign-in info
Meed help signing in?

Signin as:

" .
& Available -

© Microsoft Corporation. All rights reserved.




Nhap User name va Password cla ban, vi du nhu hinh > B&m Sign in.

@ Skype for Business -

Sign in @~

Sign-in address:

| hungdgl%@neu.edu.vn

Change

Use the sign-in address for your organization - not a Skype
Mame or Microsoft account

Learn More

User name:

| hungdql9@neu.edu.vn

Examples:
Skype for Business Online users: username@domain.com
All other users: domainusername

Password:

**********l

Save my password

Signin as:

L Available -

Sign In

& Microsoft Corporation. All rights reserved.




Bam Yes dé tiép tuc.

b4

Do you want us to save your Skype for Business sign-in info?

Would you like us to save this info and sign you in automatically next time?

Qua trinh cai d&t hoan tat.

&

What's happening today?

e

Available -
Set Your Location

Skype for Business

Dang Quoc Hung

-

4 OTHER COMTACTS (0]

4 WEB COMTACTS (1)

-

< O @ -
Find SOMeone Q
GROUPS STATUS RELATIONSHIPS NEW X+

4 FaVORITES

To add contacts, drag from another group or add from search.

@ Dinh Chung. Dung - Offline 23 hours - Offline Messages Only




Hudng dan s dung cac san pham khac ca Office 365
Duwdi day |1a danh sach cac &ng dung thudc Office 365 ma ban cé thé sir dung bang viéc click tryc
tiép trén trinh duyét, bao gom :
- OneNote : &rng dung danh cho ghi chd, déng bd online lién tuc gilta cdc thiét bj ddng nhap cling
1 tai khoan.
- Class Notebook : (rng dung ghi chu tap trung cho céc 1&p hoc, ddng bo gilra cac thiét bi.
- Mail : G&¥i va nhan email v&i tén mién @neu.edu.vn.
- Calendar : S& dung lich @éng bé véi email va céc irng dung khac.
- Word, Power Point, Excel : St dung bé soan thdo vin phong véi cic chirc nang day dd nhu
phan mém cai trén may tinh, st dung truc ti€p online bang trinh duyét, file lwu trit trong One
Drive hodc xuat ra may tinh.
- One Drive : Dich vu luu trit file trwe tuyén, dung lugng Iwu trir 1TB.
- Planner, Teams : U'ng dung hd tro 1am viéc nhém va lén ké hoach.
- People, Yammer, Sharepoint : Cac (rng dung tim kiém ngudi dung va mang xa hoi cla té chirc.

Office 365 T ot s oo € ol s

Good morning ¥ Install Office 2016

Other installs

[N ]

Class Notebook

Dynamics 365
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