HUONG DAN SU DUNG CAC SAN PHAM CUA OFFICE 365
TRUC TUYEN TREN WEB PORTAL

I. Hwong din sir dung trang déing nhip va thay ddi Password
1. Trén trinh duyét truy cap vao duong dan: https:/portal.office.com
_//Tab maoi X \\

C|D portal.office.coml

[ portal.office.com - Dang nhap tai khoan cla ban

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

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

[0 portal.office.com/ecp

2. Pién tén dang nhép 1a email theo dinh dang: ma_sinh_vién@sv.ttn.edu.vn

a8 Microsoft
Sign in

123456789@sv.ttn.eduwvn

Mo account? Create one!
Can't access your account?

Sign-in options

3. Nhap mat khau mic dinh do nha trudng cung cap.


https://portal.office.com/
mailto:mã_sinh_viên@sv.ttn.edu.vn

B® Microsoft

« masvi@sv.itn.edu.vn

Enter password

Passwo rd

Forgot my password

4. Sau khi dang nhap lan dau tién s& co yéu cau doi mat khau. Nguoi ding nhap mat
khau méi va hru lai dé sir dung.

B® Microsoft
masvi@sy.ttn.edu.vn

Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.

Current password

MWew password

Confirm password




5. Sau khi dang nhap thanh cong, giao dién hién ra la trang portal Office 365, quan ly
tat ca cac dich vu san pham caa Office 365 cua tai khoan dé.

Office 365

Good afternoc

Recent Pinned

¢ ® &8 V& & B B © O

OneDrive

Recent folders

a3

7. Néu lan dau tién dang nhap va mudn chuyén ngdn ngir vé tiéng Viét thi lam theo cac
budc sau:

+ Nhén vao biéu twong account & goc trai va di dén “My Account”



My account

masv

masvi@sv.ttn.edu.wvn

Sign in to IM

M My Office profile
| My account |
pen another mailbox

Sign out

+ Sau d6 di dén tab “Settings & Privacy”

My Account

va chon “Display language” dé doi ngon ngir

R Overview Settings & Privacy
poh Security info
Language & Region (preview) Privacy
L1 Devices
QD Password Languages
E=1 Organizations I:I Display language
— Mo Preference Set [English (United States]]
||i§:3 Settings & Privacy
Fp My sign-ins f‘# Preferred languages
= Office apps
Region

B Subscriptions

+ Tim va chon ngdn ngit “Tiéng Viét”

Regional format
Frinmlich (l lnitad Statacis -




&
Languages

ion (g

L Search

OZhek (Lotin, O'zbekiston)

Tiéng Viét (Viét Nam)

Wolof (S5enegaal)

Isixhosa (Emzantsi Afrika)

@ Edé Yoruba (Orile-Edé Naijiria)
b (FE)

sferreq i (58)

Isizulu (Iningizimu Afrika)

8. Sau d6 office 365 s& yéu cau thoat tai khoan va dang nhap lai.

gionalorrmar

II. Hwéng din sir dung hé thong Email Online trén trinh duyét web

1. Trén trinh duyét truy cap vao trang web : https://outlook.office.com/mail/

Hoac trén trang portal quan ly cac ung dung Office 365, click vao muc Mail outlook:


https://outlook.office.com/mail/

Office 365

Good af

Recent Pi

Outlock

b & (& @ B © D

2. Néu mudn chuyén ngén ngit vé tiéng Viét thi lam theo cac budc sau:

+ Nhan vao biéu tuong setting & goc trai va di dén “View all Outlook Setting”

o @ B 0 gl 7 < |

Settings

L Search Outlook settings

Theme

View all

Dark mode (O

O
Focused Inbox (@) (
Desktop notifications (O E
Display density

View all Outlook settings £d




+ Sau d6 di dén tab “General” va chon “language” dé d6i ngon ngir

Settings

Language and time

‘ Appearance

‘ O Search settings

Motifications
@ General

Categories
E  Mail

Accessibility
Calendar

Mobile devices
& People

Distribution groups
View quick settings

Storage

Privacy and data

Search

3. Giao dién hom thu trén web:

Language and time

Language

‘ English (United States)

S

-

' Yéuthich () Uutien  Khic B8 loc v

Muc da Gui

Hép thu dén 1 e Nguyen Thach Cuong
N&i dung email

Ban nhap

O % Vv D

Lutu trit

Thém néi dung y...

<

Thu muc

Hép thu dén 1

Ban nhap

Muc da Gufi

2V % D

Muc di x6a bo

[il Lam tréng Uutién ) Danh diu tat ca 1a da doc

Kiém tra gii email 203 CH

You must refresh the page for the folder names to be updated to your selected langL

Date format (for example, September 1, 2021 is displayed as follows)

‘ 2021-09-01

Time format

‘ 1:01 AM - 11:58 PM

Current time zone

‘ (UTC+07:00) Bangkok, Ha M&i, Jakarta

When | change time zones, ask me if | want update my time zone

Chon muyc dé doc

Chuia chon muc nao

4. Bé doc thu, bAm truc tiép vao tung thu dé doc, nhung thu chua dugc doc s€ co phén
noi dung dugc in dam va c6 phan vién bén tay trai | mau xanh



A Thu muc Uu tién Khac Loc v

Hynuwais 2 Tiép theo: Khdng co 5w lén ndotrong [ Lich cdng tic
Muyc da Gur DJP—g Q Hung 2o
Rhac ® Xin chio 13 SA
,‘ X gf.«
A Nhom '
g‘ ‘g / /Hom qua
/ Quéc Hung
C L
[ a¢ nhom cung cdp --;—« ’ Chio chio o |
Wgueh khang gian ¢t |/c h
o-‘mav .'.\ oy va l§p l,/‘ b :/ &
P Tuln trudc
ot / ,// Son Trinh Thanh (1S€_FIS:HN)
T / & 558 Nam 27/04
4 ~ - i phdes ol B
'// - ) [ X
_ [
1 Nhirng thu chura duoc X
doc s& ¢ phin ndi dung 2.Nhitng thu g3 dug'c
i doc thi toan bo ndi
dugc in dam va c phan i t0an b né
vién bén tay trai | mau dung s 6 ;ung mét
xanh mau den
= T oA ™

5. Bé doc thu dén, nhan vao mot thu dén bat ky s& hién ra chi tiét trong ngan doc.

« Trong ngin doc chira tiéu dé thu, nguoi giri thu, ngdy gid giri, ngudi nhan thu, noi
dung thu, phan b trg, lya chon bam dé thich thu nay va muc tra loi.

Uutién  Khéc BG loc v Kiém tra guii email

O MNguyen Thach Cuong Mguyen Thach Cuong B g
Kiém tra giri email 303 CH T4 2020-11-18 303 CH
Néi dung email Tai: masv Tra I&i

N&i dung email
Tra |&i tat ca

Tra l&i Chuyén tiép Chuyén tigp
Hanh @éng tra 1&i khac >
Xba

Danh diu 1a d3 doc

Cd

Thém vao Ngudi gii an toan

Tay chon bdo mét >
In
Xem >

H Tai Phin bé trg

Hanh déng nang cao >

6. Ngoai ra c6 thé thuc hién cac hanh dong khac bang nat “...” bén canh phan tra 10i,
cac hanh dong khac duoc liét ké nhu sau:



5 % =2
Tra l&i
Tra lgi tat ca
Chuyén tiép
Hanh déng tra |&i khac >
Xoa
Danh du 15 chua doc
Ca

Thém vao Ngu&i gui an toan

Tiy chon bao méat »
In
Xem »

Y Tai Phan bé trg

Hanh déng ndng cao >

7. Dé giri thu, bdm vao “Thu M&i” & phia dudi chit Outlook.

<

0 % Vv B

Outlook

£ Tim ki€m

il X6a B Lwutrir ¢

Yéu thich () VUutién  Khéc
Hép thu dén O MNguyen Thach Cuo

Kiém tra gui email
Muc d3 G Méi dung email
Ban nhap

Loty trik



8. Dién dia chi email cia ngudi mudn giri téi cung ndi dung email roi bam Gi.

B Gri @ binhkém ~ T B& - =
Téi 11234567 @sv.ttn.edu.vn Bec
Cc Tiéu d& email

Thém chi dé

N&i dung emai||

@

@
=
B
v
by
=
®y
p=d
il
il
T

|I
€

|I
I
Il
Il

P43 luu ban nhap lic 3:08 CH

Kiém tra giri email £ (Khéng cé chi d&) ®

9. Bé tim kiém thu va tim kiém ngudi, nhap dia chi email ma ban muén tim thu vao 6
Tim kiém Thu va Moi nguoi.

Outook

wes an e P T N RTY - Ll & -

10. Loc thu: loc thu theo yéu cau cua nguoi dung bang cach nhan Loc trong Thu muc,
chon yéu cau loc thu sau d6 s€ hién thi cac thu da loc theo yéu cau do.

10



Uu tién Khac Bﬁ |D( v

o Tat -3
Mguyen Thach C Tatca
Kiém tra gui em: Chua doc
Mai dung email
Tdi tai
D3 gan cd

P& cap dén
Tép dinh kém

Sap xép >

11. Cac 1énh nhanh thuc hién trén thu:
Chon céc email can Iénh thuc hién nhanh

il Lamtréng Uutien B lwutir O Thurac v § Quétdon 53 Dichuyéntsi ~ < Phanloai ¥ (@ Béolai v

Uutién  Khic B6 loc Kiém tra gui email
MNguyen Thach Cuon MNguyen Thach Cuon

9 ! @ g g_ )L’ A g9 A5 &
Kiém tra gdi email 3:03 CH T4 2020-11-18 3:03 CH
MNéi dung email Tai: masy

Noi dung email

Tralsi | Chuyén tiép
Lénh Xoa: dé xoda thu da chon
Lénh luu trir: thu dugc chon s& duoc chuyén toi hom thu luu triv
Lénh thu rac: dé bao céo véi to chirc vé thu dugc chon 1a thu rac

Quét don: cho phép ban nhanh chong x6a email khong mong mudn trong hop thu dén
ctia ban. Khi ban chon mét thu, ban c6 thé ty dong x6a bo tat ca email dén tir ngudi g,
Giit chi email méi nhat, hodc x6a email cii hon 10 ngay.

Di chuyén: dé cho phép ban di chuyén thu mét thu cu thé hoac tu dong di chuyén tat ca
cac thu tir ngudi guri dén thu muc khac.

Phén loai: Thé loai cho phép ban dé dang xac dinh va nhom céc thu. Chon tir cac thé
loai mac dinh hoic tao cho riéng ban va gan mot hoic nhiéu thé loai cho thu cua ban.

Ngoai ra thém cac 1énh béng, hay chon mét thu, bam e+ trén thanh menu Outlook, sau
d6 chon 1énh ma ban mudn thyc hién.
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12. Chudt phai vao thu dén s& hién ra cac tac vu nhanh khac dé xu 1y thu do.

- = e chuyén > Luu trid
@ Moilv T Xos WElwtd T  Tams iz
Trd 14 tét cd ha ’ hu dé&
Uu tién Khac Caraa T .
Chuyén tiép 80 quy t& o X0a ¢
Tiép theo: Hop nhan vién ® Ha Noi, Ha N, Hom 1
Xoa il 30 3 Ra
Microsoft Online Team L &0
oft Onfine Se - g " Y
4 .
Gan chin >
es Team J 3 ha
% uc khi
|
| Shir B Losi mau cam
i 3 B Losi mau a8
Microsoft Online Dénh d& rac v [ Logi mau tim
Yéu cdu Dat lai Mat khau | B a Loai mau vang
ciud T 3 ) han loai > 1 :
Tao quy tic I C én dén H dé ] B Loai mau xanh duong
Hién thi trong trinh doc chiin thue Lt 4§ vén Bén Hop thy dén Khé B Loai mau xanh 1 céy
Uy X0a the lod
i < To. > -
Microsoft Online Services Team Phin losi > Quin Iy thé loa ¢
Yéu c3u Dit lai M3t khau Microsoft Online Se Ha 07/08 * ¥
P AR PR S A SRR .

13. Muc x6a bo:

* Chtra cac thu da duoc xo6a bo

« Cac thu nay c6 thé phuc hdi, chon thu mudn phuc hdi, nhan Phyc hoi trén thanh Menu

Outlook.

Outlook

O Tim kiém

3 Khéi phuc

' Yéu thich () Muc da x6a bd 7t
Q Hop th dén 189 f  Phuc hdi cac muc d3 xda khai th
B Mucdi Gii 2013
Vi Ban nhap o Office 365 Message Center
Message Center Major Chan...
Thém néi dung y&... Organization: TTN.EDU.VN Office
O Office 365 Message Center
~ Thumyc Message Center Major Chan...
Organization: TTN.EDU.VN New
= Hép thu dén 189
O Office 365 Message Center
Va Ban nhap Weekly digest: Office 365 cha...
Here is a summary of your mess:
B Muc d3 G
O Office 365 Meassage Center
i Muc da xoa bo 1 Message Center Major Chan...
Organization: TTN.EDU.WVN New
®  Email Rac

Office 365 Message Center

II1. Tai liéu tham khao

Céc ban c6 thé tham khao hudng din sir dung cac (ng dung khac cua office 365 trong

link: https://support.microsoft.com/vi-vn/training
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https://support.microsoft.com/vi-vn/training

