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.  Pang nhap vao Office 365

Ngudi sir dung truy cap trang web https://office.com hoic https://login.microsoftonline.com bang

trinh duyét trén may tinh c& nhan. Tai giao dién chinh, click “Sign in” dé dugc chuyén téi trang
dang nhap.

Dang nhap véi thong tin:

- Nhap dia chi email day du cua ban (bao gdm @vtv.vn, vi du admin@vtv.vn)
- Nhap mat khau hién tai dang st dung.

B8 Microsoft

Sign in

i @ viv.vr| ?

No account? Create one!

Can't access your account?

Sign-in options

=

B Microsoft
<« @vtv.vn

Enter password

e | ?
Forgot my password
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https://office.com/
mailto:admin@vtv.vn

- Click “Don’t show this again” va click “Yes” & man hinh “Stay signed in?”

BS Microsoft
@vtv.vn
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

|#| Don't show this again

No Yes

Sau khi dang nhap thanh cong, nguoi str dung s& duoc chuyén hudng toi trang dich vy Office
365. Tai day, nguoi ding cd thé su dung tat cac cac ung dung thudc goi dich vy Office 365 ma
minh duoc cap phép.

Pé xem tat ca cac dich vu kha dung, click “All apps” & giao dién chinh cua Office 365.

Microsoft Office Home

&« G {} & officecom/7auth=2 fr  Incognite @ 3

Office 365 L Search 8 ?

Set your time zone
Good afternoon To set your profile photo and

receive reminders, go to Mail and

_|_ [i e m [' * Iﬂ Q * set the time zone for your calendar. >

Start new - Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Admin Yammer
» |2
Stream All apps

Recent Pinned Shared withme  Discover

No recent online Office documents

Chare and rnllahnrata with nthers Tn net started rreate a new dnriiment ar dran it hera

M Feedback @ Need help?
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Il. S dung Office 365 Online
1. Sir dung Email online.

Dé bit dau sir dung email, nguoi sir dung click vao biéu tugng Outlook trén giao dién chinh caa
Office 365.

Microsoft Office Home

= C {} & officecom/7auth=2 Incognito e H

? (NT

Office 365 jel

Search

Good afternoon

Set your time zone

To set your profile pheto and
receive reminders, go to Mail and

+ | ®| @ ®o &HE S @;H D @ e

one for your calendar. >
Start new Qutlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Admin ‘Yammer
» -
Stream All apps
Recent Pinned Shared withme  Discover
= o
I ‘ y
S
No recent online Office documents ——
Shara and rallahnrata with nthers Tn nat started rraate a new dncimant r dran it hara
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> Trong trudng hop duoc yéu cau lya chon Ngon ngir va Mui gio, vui long lya chon theo
huéng dan caa hé théng:

- Language:  Chon ngdn nglr st dung wua thich.

- Time Zone:  Chon UTC+07:00 Bangkok, Hanoi, Jakarta hoac mui gio tai noi lam viéc
chinh.

- Click “Save” dé hoan tat va bat dau str dung email truc tuyén.

“~ C A B htps//outlook.office.com/owa/languageselection.aspx?url=/owa/?realm%3dftioffice 365,net%26b0%3d 1 #exsvurl=18&ll-cc=1033&modurl =08y Q Lot

B% Outlook

English (United States) Y

v
sibirsk (RTZ 5)
angon (Rangoon)
(¢ ne
(UTC=10:00) Canberra, Melbourne, Sydney

(UTC+10:00) Guam, Port Moresby -
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> Giao dién nguoi ding va thao tac sir dung gidng vai hé théng email hién tai dang co tai
Pai Truyén hinh Viét Nam.

&% Mail - g
cC 0O c Incogrito (€3
= ] NT
= -+ New message = Mark all as read Undo
~  Favorites @ Inbox * Filter
Inbox mm Microsoft Azure
¥ We detected synchronization... Men 6:44 PM
Muc d3 Gifi There are synchronization errors in your dire...
Ban nhap Last month
Add favorite e - | Boim n B )
> abcde Tue 9/3
~  Folders Em nhan dc Mail ko Bugdc gti tif iPhone cla ... ‘
Qo . .
Inbox > From On-prem to 0365 Tue 9/3

From On-prem to 0365

(=)
£ Bannhip
B

. ° 55 Select an item to read
Muc da Gl from Gmail Tue 9/3
to VIV.VN
i Muc d3 x6a bd
— August
& Junk Email 9
n = iy

= G D& Quang Thing shared "win... 8/30/2019

Here's the document that D& Quang Thang s...
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2. Sir dung OneDrive:

OneDrive for Business 1a mot noi ma ban c6 thé luu trit, ddng bo va chia sé tép cng viéc cua
ban. Nhu mét phan trong Office 365 hoic SharePoint Server, OneDrive for Business cho phép
ban c4p nhat va chia sé tép caa ban tir bat ky dau va lam viéc trén céc tai liéu Office v6i nguoi

khac cung mot lac.
2.1. OneDrive for Business:

> Dé truy cap va sir dung OneDrive for Business online (sau day goi tit 1a OneDrive), tai
giao dién chinh cua Office 365, click biéu tuong “OneDrive”.

Microsoft Office Home

&« C Y & office.com/?ru=%2F%3From%3DPorta

Office 365

Good afternoon

Install Office -
+ ® | e | @ @&Eo S @®@A P & T @
Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Admin Yammer
>> %
Stream All apps
Recent Pinned Shared with me  Discover
-

No recent online Office documents

m Feedback @ Need help?
Chara and rnllaharata with athars Tn aat ctartad rraate a naw darimant ar dran it hara
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Giao dién chinh caa OneDrive

Documents - OneDrive

C 0O & daitruyenhinhvn-my.sharepoint.com/pe

OneDrive

R Search everything -+ New $ Uploag 73 Sync A Flow 1= Sort = 0]

e @ fi=
D Recent 9
EETEN :

& Shared

@ Recycle bin 4

Shared libraries

Name Modified Modified By File Size Sharing

Create new

Drag files here

OneDrive admin

Get the OneDrive apps

Return to classic OneDrive

- (1)—Files:  Noi luu trit toan bo tai liéu trén OneDrive cta ngudi dung

- (2)—Recent: Noi hién thi c4c tai liéu twong tc gan day

- (3)—Shared: Noi quan ly cac file nguoi dung da chia sé hodc dugc chia sé

- (4)—Recycle bin:  Luu trit cac file dugc x6a khoi OneDrive, ¢d thé khdi phuc cac file
da xoa tu day

- (5)—New:  Tao céc file tai liéu mai (c6 thé tao duoc thu muc méi, cac file Word,
Excel, PowerPoint, OneNote notebook, Form for Excel), khi tao tai liéu, trinh duyét sé
mé phan mém Online tuong tng. Tai liéu s& duoc luu tw dong vao OneDrive caa ngudi
dung.

- (6)— Upload: Cho phép nguoi dung tai tai liéu, file tir may tinh I8n OneDrive. C6 thé lya
chon tai Ién tung file riéng 1€ hoac tai 1én ca mot thu muc.

- (7)-Sync: M0 chuong trinh OneDrive da duogc cai dat trén may va thyc hién ddng bo
OneDrive vé may tinh c& nhan.

- (8) — Get the OneDrive apps: Tai vé phan mém OneDrive (danh cho cac may tinh khong
st dung Windows 10.
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2.2.

Thuc hién dong bd tai OneDrive va may tinh

Nguoi sit dung c6 thé sir dung OneDrive online bang cch truy cap bang trinh duyét nhu huéng dan tai
muc 2.1 ¢ trén. Ngoai ra, dé thuan tién cho vi§c st dung, nguoi dung c6 thé thuc hién dong bo tai liéu
OneDrive véi may tinh ca nhan theo hudng dan sau:

2.2.1.

Thuec hién dong bé tir giao dién web.

- Nguoi sir dung truy cap OneDrive trén trinh duyét web, tai giao dién chinh, click “Sync”.

Documents - OneDrive

C {} & daitruyenhinhvn-my.sharepoint.com/persona ' layouts/15/onedrive.asp Yr  Incognito e H

OneDrive

L Search everything

=
B3 Files

0 Recent

£ Shared
“.-}3,‘

Recycle bin

Shared libraries

Sites help you work on prajects with
your team and share information
from anywhere on any device. Create
or follow sites to see them here.

Create new

OneDrive admin

Get the OneDrive apps

Return to classic OneDrive

@7

-+ New T Upload ™ ° Flow 1= sort = @
1

Files

[ Meme Medified Medified By File Size Sharing

Drag files here

- Click “Open Microsoft OneDrive” khi dugc hoi dé mé chuong trinh OneDrive va thuc hién dong
bd. Trong truong hop may tinh chua duoc cai dat OneDrive (khdng sir dung Windows 10), vui
I0ng tai ve va cai dat OneDrive bang muc (2) & trén.
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Shared with you - OneDrive

Incognito &

c ﬂ & daitruyenhinhvn-my.s

OneDrive icrosoft OneDrive?

earch everything

Nguyen Dinh Tinh

B Files Files

Getting ready to sync...

‘We are connecting to OneDrive on your device.
Copy library ID to configure this library to sync
automatically.

f there is no response, you may need to get the latest
version of OneDrive.

- Kiém tra lai email cua minh (1) va click “Sign in” (2)
- Nhap vao mat khau va click “Sign in”

] Office 365

B® Microsoft

& R @vtv.vn

Enter password ?

Forgot my password

Sign in with another account
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- Tai giao dién Your On,eDrive fqlder, mac dinh thu muc luu trir 1a “C:\Users\<user>\OneDrive —
VTV? truong hop muon thay doi vi tri luu file dong b, click “Change location” va lya chon vi tri
mai dé dong bo, click “Next”

Your OneDrive folder

Add files to your OneDrive folder so you can access them from other
devices and still have them on this PC.

Y e T L [ [Fpp— Y o T CH— TS
Your Onelrive folder iz hers: T llzars WoneDirive - WTY

Change location
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- Man hinh thdng béo cai dit hoan tat, néu mudn cai dit OneDrive cho dién thoai, click “Get
OneDrive for your phone”

mmmoee =

Get the mobile app

To work on your files on the go, use OneDrive on your phone or tablet.
Available for i0S, Android, and Windows Phone.

< Get OneDrive for your phone >

- Click “Open my OneDrive folder” && mé thu muc Onedrive da duoc dong bo trén may tinh cua
ban.

You're good to go!
i

< Open my OneDrive folder
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- Sau khi dong bo, nguoi ding sé thao tac voi tai liéu trén may tinh ciia minh dugc luu trit trong
thu muc chi dinh trude d6. Dir liéu s& dugce dong bo vai OneDrive va tat ca cac may tinh c6 cai
dat cung tai khoan OneDrive nay.

2.2.2. Cai dat va sir dung OneDrive trén dién thoai
Pé thuan tién cho viéc str dung, dong bo dir liéu, ngudi dung co thé cai dit tng dung OneDrive cho thiét
bi di dong dé:
- Xem, chinh sira tai liéu OneDrive tryc tiép trén dién thoai
- Ddng b anh, video tir dién thoai 1én OneDrive va chia sé cho ngudi khac.
Dé bit dau, ngudi st dung can cai dat wng dung OneDrive trén kho tng dung cua dién thoai ma minh sir
dung (Google Play cho Android, App Store cho i0S), cai dit, ma (ing dung va thuc hién theo huéng dan.

) Office 365

B® Microsoft

= = =. Microsoft
bang nhap
Tehiipt@vtv.vn
Nhap tai khoan co quan, trudng hoc hodc tai khoan

Microsoft ca nhan cta ban Nhap mat khau

'.‘frkw;:t@vtv_vnl

Toi da quén mat khau

Pang nhap bang tai khoén khac

Pang nhap

Pang nhap bang URL SharePoint Server >

Thu muc nay réng.
Cham + dé thém tép tai day.

Tép Gén diy D& chia sé This wién Tl

Ban khéng c6 tai khoan? Hay tao tai khoan!

- Sau khi dang nhap hoan tat, ngudi ding cd thé bat dau thao tac véi tai liéu OneDrive cua
minh véi App da cai dat trén dién thoai.

- Pé thyc hién tai anh, video ty dong tir dién thoai 1én OneDrive, thao thac theo hudng dan
sau:
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15:05 &

5 Xem hi so

Fd  Anh

&% Tép San dung Ngoai tuyén
i Thing Rac

02 caidat é

Trg gitp va DEé xuat

» Bang Xudt

Tép Giin ddy i chia 5é Thir vién

15:05 $
Thiét dat
TAI KHOAN
nm E@vtvn
Thém mat tai khodn khéc
TY CHON

Cép nhét tép gidn tuyén béng cach sirdung
Chi Wi-Fi

15:05 4

Tai lén tir camera

Tai khoan tai l&n tir camera
Chon mit tai khoan d& sir dung wdi tinh néng tai lén tir
camera.

Tai |&n tir camera
Anh ciia ban chira dugc tai lén

Don sach dung lugng trén thigt bj cia ban

Ma khoda
Tat

Hién thi phan md ring tép
Léc dé gii phan hii

GIOI THIEU

Phién ban

5.39

Tinh ndna mdi

B

at tél 1én tlr camera d& wr dong tal dnh va videa 1En tal
khi

oan dugc chon

Tai khodn tdi |&n tir camera

® ——(Evitv.vn

Bt tdi lén tir camera cho tai
khoan nay

Moi anh va video cla ban sé dugc tai
lén Fi@vtvorn,

HUOY XAC NHAM

Ban c6 chiac khong?

Toan bé thu vién anh cia ban sé dugc
tdi 1én BE@vtv.vn.

HOY KAC NHAN

Qua trinh thiét 1ap hoan tat, toan bo anh, video trong camera s& ty dong duoc tai 18n OneDrive.
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Str dung Microsoft Teams:

Nguoi ding ¢d thé sir dung Teams trén trinh duyét web hozc down phan mém Microsoft
Teams vé may tinh va dién thoai di dong

Dé bit dau sir dung Teams trén trinh duyét, ngudi sir dung click vao biéu tugng Teams trén
giao dién chinh cua Office 365.

www.office.com/laur

Office

-+ New notebook

Pinned

Apps

E Outlook ‘ OneDrive

Recent My notebooks She

il wor
@ rowerPoint
B shareroint
@ vommer

m Excel
@ OneNote

w Teams

. n) Admin

All apps
Sha
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O @ teams.microsoft.com

Microsoft Teams

Teams

Your teams

- THCN

General

Trong giao dién ciia Microsoft Teams ban s& thiy cac muc quan 1y hién thi théng qua thanh doc
ngoai cung bén trai.

e Activity: Hién thi moi thong b4o lién quan t6i ban.
e  Chat: Nhin tin v6i nhimg thanh vién khéc.

e Teams: Lam viéc nhom.

e (Call: Goi dién cho cac thanh vién.

o Files: Files tai 1én va chia sé v4i moi thanh vién.

Sir dung Microsoft Teams qua phan mém:

Truy cap trang web https://www.microsoft.com/en-ww/microsoft-teams/download-app dé
download phan mém Teams cho may tinh va cho mobile, hoic vao AppStore, CHPlay dé down
phan mém Teams cho mobile

Sau khi down phan mém va cai dat, nguoi ding ding nhap vai cac thong tin sau:
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Nhap dia chi email day du caa ban (bao gdm @vtv.vn, vi du vanloc@vtv.vn) => Bdm
Next

& Sign in to Microsoft Teams X

a0 Microsoft
Sign in

vanloc@vtv.vnl

No account? Create one!

Next

Privacy statement  ©2021 Microsoft

Nhap mat khau hién tai dang sir dung => Bam Next => OK => Done
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Stay signed in to all your apps

Windows will remember your account and automatically sign you in to your apps and
websites on this device. This will reduce the number of times you are asked to login.

Allow my organization to manage my device

No, sign in to this app only
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You're all set!

We've added your account successfully. You now have access to your organization's
apps and services.
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