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HUONG DAN SU DUNG EMAIL
TRUONG PAI HQC SU PHAM THANH PHO HO CHi MINH

1. Kich hoat tai khoan email v6i tén mién ciia Trudong

Buéc 1: Sinh vién vao trinh duyét va gd tén duong dan https://www.office.com/
Buére 2: Sinh vién nhap chudt vao nit Log in

) Ding nhap Office 365 | Microsa’ X

+

& C |s https:/,"Mvwofﬂce.ccm‘ 1 mx O 6 :
W s ) = . - ()
] Microsoft Office Products v  Resources v Form  Support My account Buy Office 365 All Microsoft ~ {7

Welcome to Office

The place for you to create, communicate, collaborate and get great work done.

Download Ofﬁce

What is Office 3657
Budre 3: Sinh vién dién dja chi mail ciia minh vao 6 nhu hinh bén duéi
Budrc 4: Sau khi dién dia chi mail, sinh vién nhép vao nat Next

login.microsoftonline.com/common/oauth2/authorize?client_id=4345a7b9-9263-4910-a426-35363201d503&redirect_uri=https%3A%2F%2Fwww.office.com%2Flanding&response_type=code%20id_token&scope=openid%20profile&respon...

B2 Microsoft
Pang nhap

4201103083@student.hcmue.eduvn

8an khong c6 t3i khoan? Hay tao tai khoan!
Ban khong truy c3p dugc vio tai khodn?

Tiy chon dang nhp



https://www.office.com/
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Budre 5: Sinh vién dién Password d3 dugc nhan vao 6 Enter password
Buwdre 6: Sau khi dién xong password, sinh vién bam vao nuat Sign in

[¢] @ login.microsoftonline.com/common/oauth2/authorize?client_id=4345a7b9-9a63-4910-a426-35363201d503&redirect_uri=https%3A%2F%2Fwww.office.com%2Flanding&response_type=code%20id_token&scope=openid%20profiledrr.

B® Microsoft
« 4201103083@student hcmue.eduvn

Nhap mat khau

Dang nhap

Lueu y: Lan ddang nhdp dau tién sinh vién phai doi password

Buwéc 7: Sinh vién nhap password ma hé thong da cap

Budc 8: Sinh vién nhadp password méi

Budérc 9: Sinh vién nhép lai password méi lan 2

Bwéc 10: Sau khi d6i password xong, sinh vién nhap vao nat Sign in

@8 Log in to your account X + = X

<« C & login.microsoftonline.com/common/login o max O @ :

B® Microsoft

4201103083@student.hcmue.edu.vn

Update your password

You need to update your password because this is
your first login or your password has expired.

8. Nhap Password méi

9. Nhap lai Password méi

10
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Tiép theo hé théng yéu cau Cung cip sb dién thoai dang dung va Email khéc dé phuc

réi mat khau khi 1& quén ma khong can lién hé quan trj vién:

dung dé mat quyén truy nhap vao tai khoan cua ban!

Cam on ban! Chiing téi s& ding théng tin bén dudi dé khéi phuc tai khoan cia ban néu ban quén mat khdu. Hay bidm "hoan tit" dé dang trang nay

Bién thoai Xac thue dugc thigt lap Ia +84 0326190037, Thay 48

Email ¥4c thue dugc thigt 13p 13 tuyenttthanh@hcmue.eduwvn. Thay ddi

m huy bo

Buwéc 11: Sinh vién nhap vao 6 Don’t show me this message again
Bwéc 12: Sinh vién nhép vao 6 Have dé chuyén t6i budc tiép theo

8% Login to your account X  +

& C @ login.microsoftonline.com/common/SSPR/End

B® Microsoft
4201103083 @student.hcmue.edu.vn
Keep login?

Do this to reduce the number of times you are asked

tologin. 11

[/ Do not show me this message again I 12

Sau khi ddng nhap thanh cong thi sinh vién s& thdy duoc giao dién ctia Office 365 trén

nén web nhu sau (hinh bén dudi):
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Q) Microsoft Office Home X 4+ - X
& C & office.com/?auth=2 W % O e :
Office 365 L Search IP 22 2 e
Hello, Truong Thi Thanh Install Office
+ & e 3 & @® P & &
St Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway _A" :
content applications
Recently  Pinned Shared with me Discover T Upload and open ...
-

"
—
There are no recent online Office documents

Share and collaborate with others. To get started, create a new document or drag it here
to upload and open.

T Upload and open ... “
M Feedback
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Budére 13: Sinh vién bam vao biéu twong Outlook dé tién hanh soan va giri mail cho
Truong

) Microsoft Office Home X + = X

€ C @ office.com/?auth=2 B x O e 2

Office 365 L Search @ £ ? °

Hello, Truong Thi Thanh Install Office
+ () ® @ & & @ P & &E
Start new All
Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway ey
content applications
Recently  Pinned Shared with me Discover T Upload and open ...

A

There are no recent online Office documents

Share and collaborate with others. To get started, create a new document or drag it here
to upload and open.

T Upload and open ... “
M Feedback o

Bwéc 14: Sinh vién lya chon ngdn ngi va thoi gian sau d6 nhap vao nat Save

0 Microsoft Office Home X R Outlook x  + = X

(¢] @ outlook.office365.com/owa/languageselection.aspx?ll-cc=10668&wurl=/owa/?realm%3dstudent. hemue.edu.vn%26exsvurl%3d 1%26l1-cc%3d 1066%26modurl%3d0 @ % O ° :

&% Outlook

14

| English (United States) v

(UTC-12:00) International Date Line West v

® Save




Sau khi nhip vao nut Save thi s& ¢ giao dién Outlook nhu sau:

@ Microsoft Office Home X [ Mail-Truong Thi Thanh Tuyen - X + = X
< C @ outlook.office365.com/mail/inbox o m % O @ :
L Search 5] =2 L) 2 <8 Q TG)
= m = Mark all as read
v Favourite @ &2 Priority = Other Filter ~
£ Inbox 13 mm Microsoft Store
- Surpass ordinary with st... T3 10/03
B Sent Items Starting at $799
&  Draft This month

Add favorite content mm Microsoft Store
- Save up to $330 on sele... 5 3
o [ Upgrade to one of Wired Magazine's top.. ‘

mm Microsoft Store
£ Inbox 13 "% Up your game

Limited time savings on your gaming fa

&  Draft

o Last month Select an item to read
2 Sent items
mm Microsoft Store

fledenihaberns "% Do you know what day ... 17 20/02
Catch up on the best new movies, games..

=]

©  Junk Email
Microsoft Store
B Archive =. Go full speed ahead
With the power of Surface Book 2
E gq W L F+ C:
Buéc 15: D¢ tien hanh gui mail cho Truong, sinh vién nhap vao niat New Mail
) Microsoft Office Home X [ Mail-Truong ThiThanh Tuyen - X + = X
& (&) # outlook.office365.com/mail/inbox ®@ ®m &% O o :
,O Search 5] 2 53 ? d Q Te

15 = Mark all as read

s  Favourite @ &4 Priority = Other Filter ~
£ Inbox 13 mw Microsoft Store
- Surpass ordinary with st... T310/03
B Sent Items Starting at $799
& Draft This month

Add favorite content mm Microsoft Store
- Save up to $330 on sele...
[ Upgrade to one of Wired Magazine's top... ‘

mm Microsoft Store
£ Inbox 13 "5 Up your game =

Limited time savings on your gaming

&  Draft
et 1t Last month Select an item to read
lems
. mm Microsoft Store
@ The item has been... "5 Do you know what day i... 7 29/02
—~ Catch up on the best new movies, games...
S

& Junk Email

Microsoft Store
e
B Archive - Go full speed ahead
With the power of Surface Book 2

= & £ %

Budc 16: Sinh vién nhap dia chi ngudi nhan
Bude 17: Sinh vién soan tiéu dé cua email

Buwdée 18: Sinh vién soan ndi dung cta email
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Buwdc 19: Sau khi soan xong ndi dung email, sinh vién nhéip vao nat To send dé gui
thu dén ngudi nhan.

o = - ‘ e Te
= m B> Submit [ Attach ., Encryption & Remove | =

&

z 5 \e A
v Favourite © Draft 4 Riltey- Next [Q khiemnd@studenthcmup.eduvn ] 16. Ngwoi nhan Bec
£ Inbox 13 Today
Cc
B Sent Items [Draft] khi hemup.eduvn
O About asking about the mo... 2:59 SA N I . _ N ~ . 17 Ti a A h
7 Draft 1 | salute you, my name is Nguyen Van A, stu... [Ve viéc héi vé Phudng thifc xin gidy tam hodn nghia vu quan su ] . eu de t w
Add favorite content Em kinh chao Thay,
v/  Folder 5 N
Em cam on Thay.
" ae
o Trén trong/. 18. NGi dung thw
&4 Inbox 13 :
7 Draft 1

B> Sent Items

] The item has been...

19

©  Junk Email

S Archive Revoke | ([ ® 45 .. D3 luu ban nhap lic 259 SA
F =1 - 2 About asking about the ... £ (No topic) X ¢ About asking about... X & About asking about... X

Budre 20: Sinh vién vao Hop thoai Sent Items dé kiém tra thu d3 gui

/o i = e L - d & Te

v  Favourite ® Item Sent 4 Filter ~
£ Inbox Today
B Sent Items tuyenttthanh@hcmue.edu.vn
About asking about the mo... 303 AM
& Draft | salute you, my name is Nguyen Van A, stu...

Add favorite content ’ Thu gtri thanh céng a
[ ]

s Folder

2  Inbox
ha 20
= Select an item to read
> Sent Items

il Deleted 13items
©  Junk Email

B Archive

Select an item to read £ (No topic) x & About asking about t... v
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2. Cai dit g6i phan mém Office 365
Budére 1: Sinh vién nhap vao nut Install Office

J Microsoft Office Home X

€ c

n Facebook B Google Dich VnReview - Banh gi...

) Microsoft Office Home X |+
8 https;//www.office.com/?auth=28home=1

B BONGDA+ Trang T...

Office 365 P Search
Apps
& e @& $ ®d D
Outlook OneDrive Word Excel PowerPoint OneNote SharePoint
Explore all your apps >
Documents
Recent Pinned  Shared with me  Discover

& Tin tic 24h | tin nha... Tin nhanh VnExpres...

Paused (

Other bookmarks

o8 @

=)
rsnﬁ\

Teams

W% @

& Reviewing the Valu.. »

Sway

7 Upload and open..

Sau khi nhap vao nut Install Office thi s& c6 giao dién sau:

0 Microsoft Office Home X f] Microsoft Office Home X +
& C & https//www.office.com/?auth=28home=1
li Facebook Bk Google Dich VnReview - Danh gi.. ¥ BONGDA+TrangT.. & Tin tic 24n | tin nha... Tin nhanh VnExpres..,
Office 365 L Search
Apps
Outlook OneDrive Word Excel PowerPoint OneNote SharePoint
Explore all your apps >
Documents
Recent Pinned  Shared with me  Discover

£ Reviewing the Valu.. »

Paused (

Other bookmarks
o0& 2 @

Install Office

A @

Office 365 apps
Includes Outlook, OneDrive for Business,
Word, Excel, PowerPoint, and more,

Cachi

lhss

Other install options
% Install a different language, the 64-bit version,
or other apps available with your subscription.

Cachj2

$ Upload and open..

Luu y: C6 2 cdch cai dat, sinh vién cé thé lica chon 1 trong 2 cdch
Budc 2: Sau khi nhap vao nut Office 365 apps thi hé thong s€ yéu cau tai vé gobi cai
dat nhu hinh bén dudi, sinh vién nhap vao nit Save dé tai vé
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€ Save As - 5 IEl
1 B Desktop v| & | | Search Desktop » BE % @ Paused @
Organize + New folder Bz~ @ nha.. [B Tinnhanh VnExpres.. 3 Reviewing the Valu... » Other bookmarks
~ ~

3 Favorites @ "
8 Downloads 1 omegroup

%l Recent places

Admin
@ Homegroup
/8 This PC j&j This PC

[ Admin (huuthier
& Desktop
'l Documents
8 Downloads
b Mucic

File name:

Save as type: WW‘%

“ Hide Folders 2{ Save Cancel

@ Click Run @ Say "yes" © Stay online

Click the Setup file at the bottom of the Click Yes to start installing. After installation, start Office and sign in
screen. with the account you use for Office 365:
4301905079@student.hcmue.edu.vn.

Bwéc 3: Sau khi tai vé thanh cong, sinh vién nhip dap chudt vao géi cai dat dé tién
hanh cai dat va st dung géi Office 365 bao gom cac phan mém nhu: Outlook, Word,
Excel, Power Point, ....

NG Picture Tools cai dat office365 -
Home  Share  View Manage ~ 09
D X% cut e x E:@ Ln [ New item ~ P 2 [ open ~ HH selectan
& Copy path e E £ Easy access [ZEait 95 Select none
Copy Paste Move Copy  Delete Rename  New Properties &
[3] Paste shortcut ¢, oo % folder 4 lgb History {5 Invert selection
Clipboard Organize New Open Select
®© ~ 4 ) » huongdan » cai dat office365 v| ¢ | Searchcai. P

i Favorites
8 Downloads P "
4l Recent places . e

& Homegroup NN T 2 3 Setup.Def.en-us_ \

0365ProPlusRetai
8 This PC 10ff1a453-efb-4

(® Admin (huuthien) 72-933¢-eDald...
jm Desktop
| Documents
1 Downloads
U Music
= Pictures
_H Videos
& WINg ()
s DATA (D)
&4 CD Drive (F)

€ Network

Luu y: cd hai phwong thive déu la cai dit online, sinh vién nén chudn bi Internet véi dwong
truyén co toc do cao dé thudn tién cho viéc cai dat.

Hét---------




