PHAN 2: HUONG DAN PANG NHAP TAl KHOAN OFFICE 365

2.1. Pang nhap tai khoan Office 365 trén trang office.com

Tai khoan cua sinh vién Hoc vién Phu nit Viét Nam st dung trén nén tang
Office 365 va dong b trén hé thong LMS ctaa Hoc vién. Sinh vién da c6 tai khoan
Office 365 do Hoc vién cung cap c6 thé ding nhap duoc vao hé théng Office 365
cua Hoc vién.

Tai khoan email cua sinh vién Hoc vién Phu nir Viét Nam co dang

<mé sinh vién>@hpn.edu.vn. Trong d6: <mad sinh vién> 1a mot day sé gom
10 ky tu, 1a ma s6 sinh vién.

Vi du 1: Sinh vién c6 ma sé sinh vién 1a 2073240001 thi email tai khodn
Office 365 cua sinh vién do la 2073240001@hpn.edu.vn

Vi du 2: Sinh vién c6 ma sé sinh vién 1a LT21761001 thi email tai khodn
Office 365 cua sinh vién do la LT21761001@hpn.edu.vn

Cac budc thuc hién dang nhap tai khoan Office 365 trén may tinh:

Bwéc 1: Truy cap vao dia chi: office.com. Bam nit Sign in mau cam.

Welcome to Office

Your place to create, communicate, collaborate, and get
great work done.

Get Office

Sign up for the free version of Office >

Hinh 2.1. Giao dién phan dau trang office.com
Bwéc 2: Sau khi bam nat Login, man hinh hién thi giao dién dang nhap.

Buwaéc 3: Nhap email sinh vién vao 6 Email, phone or Skype.


office.com

BT Microsoft

Slgn IN Nhap email sinh vién vao 0 nay

Mo account? Create one!

Can't access your account?

Hinh 2.2. Giao dién dang nhap vao tai khoan Office 365
Buéc 4: Sau khi nhap email xong, bdm Next, hé thong s& chuyén dén phan

nhap mat khau.
2% Microsoft

£

Enter password

| pepeil T

Forgot my password

Hinh 2.3. Giao dién nhap mat khau
Budéc 5: Nhap mat khau xong, sinh vién bam Sign in. Sau khi dang nhap

xong, hé théng tu dong chuyén sang trang cha Office 365.

2.2 Poi mat khau tai khoan Office 365
Tai giao dién trang chu Office 365 (office.com), thuc hién cac budc sau:
Bwéc 1: BAm vao avatar ¢ goc trén bén phai, chon View Account (nhu Hinh
2.4)



Sign out

Hinh 2.4
Bwoc 2: Trén giao dién My Account, muc Password, chon Change
password. (Hinh 2.5)

B My Account
5. overview

% security info 0

Security info Password
Ll Devices P
€, Password / Q
N . Keep your verification methods and security Make your password stronger, or change it if
=1 Organizations info up to date. someone else knows it
32 Settings & Privacy UPDATE INFO CHANGE PASSWORD
Fp My sign-ins Why can't | edit? ©
7 Office apps
! Subscriptions Devices Organizations
Dizable a lost device and review your See all the organizations that you're a part of.

connected devices.
MANAGE DEVICES MANAGE ORGANIZATIONS

Sign out everywhere

Hinh 2.5. Giao dién trang My Account caa Office 365
Bwéc 3: Xuat hién trang giao dién nhap mat khau. Sinh vién can nhap mat
khau cii, mat khau méi vao cac 6 twong ung trong Hinh 2.6. Nhap xong, bam nit

Submit mau xanh 14 dé cap nhat mat khau méi.



Change password

Strong password required. Enter 8-256 characters. Do not
include common words or names. Combine uppercase
letters, lowercase letters, numbers, and symbaols.

User ID
Nhap mat khau cii

0Old password

Create new password Nhip mit khau méi

Password strength

Confirm new password  Nhép lai mit khau méi

Bam Submit sau Khi nhap xong

Hinh 2.6. Giao dién trang d6i mat khau

Luu y khi doi mat khau:

+ Sinh vién can nhé mat khau cii dé nhap vao 6 Old password. Trong trudng
hop sinh vién khdng nhé mat khau cii, vui 1ong lién hé Trung tam Cong nghé
thong tin - Thu vién dé duoc hd trg. (PT trong gio hanh chinh: 024.37755778
hodc Zalo: 0986066460)

+ Mat khau méi can phai dat duoc céc yéu cau sau:

Do dai mat khau tir 8 ky tu tro 18n.

C6 ca chir cai viét hoa, viét thuong va chir sd.
Co it nhat mot ky tu dacbict ! @ #$ % & * ={}:;“"<>?/)

Khéng dugc chira ho va tén cia minh.



2.3. Str dung céc wng dung cua Office 365
Sau khi sinh vién dang nhap tai khoan email Hoc vién, sinh vién duoc sir

dung mot sb cac ung dung caa Office 365. Cu thé nhu sau:

Apps

E Outlook . Cnelrive

Hinh 2.7. Céc tng dung dwoc cung cap cho tai khoan sinh vién Hec vién
2.3.1. Outlook
La ang dung cho phép sinh vién guri va nhan email.

i1 Outlook 2 search o MeetNow [5

| = = =1 Mark all as read Undo

Bl Favorites () Focused  Other Filter
£ 8 Inbox 28 Febrary
B Sentltems mm Microsoft Teams
®% Ban da dugc thém vao m6tn...  2/22/2021
> V Drafts 1 Microsoft Teams Chi d3 thém ban vao 1dp...
Add favarite mm Microsoft Teams
@ ®% Ban d3 dugc thém vao métn... 21972021
" Folders Microsoft Teams Ths. Nguyen Thi da thé...
@ mm Microsoft Teams
(= [ e = Ban da dugc thém vao métn..  2/19/2021
@ Microsoft Teams Chi d3 thém ban vao Idp...
& Drafts 1 Select an item to read
] wn Microsoft Teams Nathing is selected
B Sentitems B y S R .
Ban di dugc thém vao métn... 2/18/2021
W Deleted Hems 3 Microsoft Teams Binh d& thém ban vao IS...
& Junk Email 1 Lucidenart
strategies to navigate change 07202
4 strat te cf 2/10/2021
B Achive Prepare for the unexpected
] Notes January

Hinh 2.8. Giao dién Outlook
Str dung cac chirc nang:
+ Inbox (Xem hop thu dén)
+ Sent items (Cac thu da giri)
+ Drafts (Xem thu nhap)

+ Deleted items (Xem thu trong thung rac)



+ Junk Email (Xem thu gui tir nguoi la, Thu Spam)
+ Archive (Xem thu da Iuu trir)
+ Notes (Xem ghi chu)
2.3.2. OneDrive
La noi luu trlr, chia sé tai liéu cua sinh vién. Tai khoan email Hoc vién cé

1TB luu trit dir liéu trén OneDrive.

e

sinhvien1 test T Upload ~» L2 Sync #% Automate = Sort = 0]
B1 My files
D Recent .
My files
o Shared
5]
g Realebin [ Name Modified Modified By File size ~ Sharing

Quick Access BaiNop July 16 sinhvienT test 2 items Private

Site:

¥
fro
or follow sites to see them here.

Create shared library

Hinh 2.9. Giao dién OneDrive
2.3.3. Word, Excel, Powerpoint
Sinh vién sir dung Word, Excel, Powerpoint trén Office 365 dé soan thao van
ban online, thao tac véi bang tinh online, 1am slide trinh chiéu online.
2.3.4. Teams
La ung dung dé sinh vién cé thé tham gia cac budi hoc, budi hop tryuc tuyén,
budi thi van dap truc tuyén... Ngoai ra, sinh vién cd thé chia sé tai liéu cho nhom

(hoac lop hoc) trén Teams.



