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1. Ping nhap lan diu véi office 365
Microsoft Office 365 1a b phan mém vin phong cua Microsoft co hiéu suat cao
(bao gdm Word, PowerPoint, Excel, Outlook, OneNote, Publisher, Access, ...) va cho
phép ngudi ding tiép can trai nghiém Office trén toi da 5 PC hoic may Mac va trén cac
thiét bi di dong. Office 365 cho phép cac tuy chon trién khai mai linh hoat ma nguai ding
c6 thé chon dé cai dat hodc chay truc tiép online tir trang https://office.com.

1.1. Ping nhap va doi mat khau

B1: Truy cap vao https://office.com,

ung ban dén vai Office

n tao, giao ti€p, hop tac va hoan thanh cng viéc tuyét voi.

Diang ky phién ban mién phi cia Office >

Hinh 1. Dang nhdp Office 365 online

B2: Nhén vao nut Pang nhip.

B8 Microsoft

bang nhap

ab-ﬂ@haui.ec:u vn

Ban khéng co tai khoan? Hay tao tai khoan!

Ban khong truy cip dugc vao tai khoan?

Quay lai Tiép theo

Hinh 2. Bdang nhdp véi tai khodn va mdt khau


https://office.com/
https://office.com,/
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B3: Nhap dia chi Email va mat khau dugc cap qua hé thong eGov dé dang nhap.

B4: Nhan Tiép theo/ Piing nhip

B5: P6i mat khau dang nhap

Lan dang nhap dau tién, Microsoft yéu cau d6i mat khau, nhap lai mat khéu vao 6
Mait khau hién tai va nhap mat khau méi vao 2 6 Mat khau méi va 6 Xac nhan mat

khau sau d6 nhin nut Gixi.
Thay doéi méat khau

Can co mat khiu manh. Nhap 8-256 ky tu. Khéng bao gém
cac tir hodc tén thudng gap. Két hop chir hoa, chir thudng,
sd va ky hidu,

1D ngurdi ding

tinhpd@haui.eduvn Nhap mat khau cii

Mat khau i

[ Nhap mat khau mdi

Tao mit khiu mai

B8 manh mat khiu Nhap lai mat khdu méi
Xac nhin mat khau méi

Gl Hay bé

Hinh 3. Pé6i mdt khau ding nhdp
1.2. XA&c thuc tai khoan
Tiép theo, Microsoft yéu ciu xac thuc thong tin tai khoan. Ctra s6 xac thuc xuat
hién. Nguoi str dung thuc hién 1 trong 2 phuong thirc xéac thyc tai khoan
- Xéc thuc qua sb dién thoai

- Xéc thuc qua 1 email khac chua dugc str dung
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Q B0 HOE CONG NGHIER HA NBI

phuongpd@hauieduvn | ?

ding dé mat quyén truy nhap vao (3sdaniiiuinnny
Xéc thye bang so6 dién thoai

€ d3m bio ban cb thé dit lai mét khidu cda ban, ching tai cin thu thip mét
thu réc dén ban - chi 3 d€ giit cho i khodn cla ban dugc bdo méat hon. Ban s&

diing théng tin nay a& giri
o Dién thoai Xac thyc chua duge dat cdu hinh. Thiét 13p ngay bay gid

o Email Xac thuc chua duoc dat cdu hinh, Thiét l3p ngay by gir

hiy bd

Xac thuc bang email

©2021 Microsoft  Phap ly | Quyén riéng tw Phién cda ban s& h&t han trong 14:59 tdi

Hinh 4. Xdc thuc quyén truy cdp
Pé don gian nguoi dung chon phuong thirc xac thuc bang sb dién thoai. Khi d6 hé

thong s€ xuat hién man hinh yéu cau so dién thoai.

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

Hiy xac minh 5§ dién thoai xac thuc cla ban bé

Nhap s6 dién thoai

Bign theai xac thuc

Chon quéc gia hodc ving clia ban

[Nha‘p =8 dién thoai xac thue cla ban

©2021 Microsoft  Phdp Iy | QuyEn riéng tu Phi&n cda ban s& hét han trong 14:58 tdi

Hinh 5. Xdc thwc quyén truy cdp qua sé dién thoai
B1: Chon qubc gia Viét Nam (+84).
B2: Nhap so dién thoai va nhan “Nhin tin cho t8i” hoic “Goi toi”

Trwong hop 1: Nguoi sir dung chon “Nhin tin cho t6i” Microsoft s& nhin tin 6 s6

xac thuc vao dién thoai
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Ching t5i d3 Nhap 6 s6 tir tin nhan m3 kiém chirng dé&n dién thoa cba ban.

Hinh 6. Xdc thwc quyén truy cdp qua tin nhdn dién thoai
Nhép 6 s6 nhan duogce tir tin nhin ciia Microsoft va nhan Kiém chirng rdi Hoan tat
thu tuc xac thuc.
Truwong hop 2: Nguoi dung chon Goi toi. Nguoi dung s€ nhan duoc cude goi tir
Microsoft va 1am theo huéng dan.
1.3. Lam viéc vai office 365
Hoan tat cong viéc xac thuc sau lan dang nhap dau tién. Giao dién lam viéc cua

Microsoft office 365 nhu sau:

& O W 31 httpsy//www.office.com/launch/word?auth=2 B vs 1= s
P =

T
Q!
P Méi
1 1
: @ : Tai lidu mdi duge lvu vao: @ OneDrive An miu
I 1
1
| |
1
1 1
1
L
1 1
1 1
1 ll 1 . =
: 1 chung Bai ludn kigu APA Bai ludn kigu MLA
1
1 1
1 1
1 -
1 [i : Xem thém mau —>
1 1
1 1
19
1 1
1 1
1! o e . s
: : Tatcd Hoat dong gan day cia toi Pa chiasé  Yéu thich
1
: 6 : Nhap dé loc danh sich Y T
1
1
: * : M Tén Hoat déng -
1
. H ﬁ_j Tai liéu
1 1 = | Tepchat
L
ailigu Ban d chinh sira tai lidu nay
I H o Tai lié inh
1 il Tépcha. v - Hém qua lie 15:01
—cn )

Hinh 7. Giao dién méi truong lam viéc office 365
Bén trai 1a danh sach cac chuwong trinh, muén 1am viéc véi chuong trinh nio ta nhan
vao biéu tugng tai day. Cira so bén phai twong tng, 14 méi truong lam viée cta chuong

trinh dang dugc chon.
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2. Luu triv dir liéu voi One Drive

OneDrive 1a dich vu leu trit ddm may c6 thé hoat dong trén nhiéu hé diéu hanh.
OneDrive cung cap cho ngudi dung 1 TB luu trir dir liéu, hd trg luu toan bo hinh anh,
video va cac tai liéu quan trong, dong thoi c6 thé truy cap dit liéu tir nhiéu thiét bi nhu
may tinh, tablet, dién thoai chay trén cac hé diéu hanh nhu Windows, Mac, Windows
Phone, i0S, Android va Xbox. Nguoi st dung OneDrive ¢6 thé cong tac truc tuyén voi
5 nguoi cung ldc thdng qua tinh nang Office online dé dé dang chia sé va 1am viéc cung
nhau trén Word, Excel, PowerPoint va tham chi la OneNote online.

2.1. Luu trir dir liéu voi One Driver online

B1: Bang nhap trang chu https://Office.com,

B2: Chon OneDrive thanh bén trai cira sb .

S

] T Tailen ~ 2 Dongbs  #8 Tudong héa |= Sipxép =
£1 Tépciatéi
D eanay L
Tép cua toi
A Dichiasé
g Thing réc 0 Tn~ Nhan vao d’éy SN Al Jowaisiadsic Kichthudc tép - Bang chia sé
Thu vién dudc chia sé K . . .
. i Desktop 1 Riéng t;
Site gilip ban thuc hién cac dy an vai
nhém va chia sé théng tin tir moi *Documents Khoing mét gids trudc [ ] 4 muc Rigng tu
ngi, trén moi thiét bi. Tao hodc theo
EEER S G Tn T ki “Email Homqualic 12654 NN 12 myc Riéng
Tao thu vién chung
“Pictures Khodng mét gid trusc [ ] 3 muc Rigng tu

Hinh 8. Moi truong lam viéc One Drive online
bay 1a noi chtra céc file Word, Excel, Power point khi Save online va cac file dugc
nguoi dung upload Ién Cloud.
2.2. Upload file va thw muc
B1: Nhan nit T4i 1én

B2: Chon thu muc hoic file can tai 1én.
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A
] F ke oingbs R Tusinghia

IFskpugo v = ®
B1 Tépciatoi
D Gnay L @ open X
£ Dichiast Téped . . 4 1> ThsPC > Local Disk D9 » GeogeDrive > () v b sl »
@ Thingric | Orgarize v Mewfelder )
Name Date modified Tipe
Thu vign duige chia sé | o ik .,
. cam y
Emispc o dexuat
I Desktop | Document
[ Documents . Email
¥ Domnloads . ghost
B Msic -
= ) tichtuan
= Pictures
= < Quy che (N
B vioees [ mice
e Windows 00 [ vinus
= Local Disk [0 % i liew hsd 03655 1542268
= Windows 10 (E) 4] Tailieu hdsd 036545 61 KB
= s (F)
i Nebwork
File namme: | Tai iew hdsd 038545 | [mau ~
o

Hinh 9. Updload dit liéu voi One Drive online

Thoi gian upload tly thudc vao dung luong file va téc d6 duong truyén, sau khi
upload xong, file méi s& duoc nhin thiy trén OneDrive.

_ Ll o
] T Mkn v G3otaghe S Tydsngnéa

By Tépdiatai B3 i 13 muc lén Tép cla 1
D Ganagy L
Tép cua téi
# Dachask fral
@ Things i - . . . .
& Thing ric O w D4 sira dGi Nguéi Sua d8i Kich thudc tép Dang chia sé

Thir vién duge chia sé

£ 12 ® Xem tat cd
Email e - Ritng 1
e b v
= B sl lieu hdsd 036515 paf Vai gidy tnidc 886 ME Riéng
w o
as sy, P - .
N a Tai ligu.doox. 35 phit tnatk Ribg
Tao thuvién chung

2.3. Tai dir liéu file va thw muc

B1: Chon file/thu muc can download tir OneDrive

B2: Nhan vio nut Tai xudng

& Chiasé @ Saochéplienkét £J Yeuciutép L Tdixudng [i] X6a =B Péitén #£§ Tudonghéa ~ =1 Dichuydndén [ Saochép dén

Tép cua toi

M Tén~

D3 sita d6i Nhan vao day dé tai Xudng

(] Email

I Vai gidy trudic Riéng tr
B JTai lieu hdsd O365-V5.pdf Vai gidy trudc 8,66 MB Riéng tw
X
@ “Tai lieu.docx 35 phit trude 10,7KB Riéng t

Hinh 10. Download dit liéu voi One Driver online

Tuong tu nhu vay, thuc hién cho Get Link, Delete, Move to, Copy to va
Rename.
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2.4. Tao mét file hoac thw muc
B1: Nhan viao muc tao méi

B2: Chon loai file hoac thu muc tuong ung.

o | - - - - v @ s [+ @ X

€ > G @ O hips/hauieduvn-mysharepaint.com/personal/ [ ayouts/1 5/onedrive.aspx ot ® & -

S
- 12 Chiqsé @ Saod

enkét EJ Yeuclutep L Thoudng [ X6a =b DGiten £ Tydonghoa B Dichuyéndén [ Saochép dén I=Sipxtp v X Dachonimuc @ =+ @

B Tépclai Thu mue
D Ginaty B Tai ligu Word
A Duchias W 56 am viéc Bxcel
T Thing ] Ban trinh bay Power ira 06
f§ Thing ric W] Bdn trinh by PowerPaint Ngusi Sifa i Kich thudc tép Bang chia sé
Ths vifin Suk chia sé @ 54 tay OneNote ate
Site gip ban B Form
gt
B uenkét

51 st 88 ching b

Hinh 11. Tgo va luu dir liéu file hodc thuw muc trén One Driver online

2.5. Chia sé File va Thw muc:
B1: Chon file hodc thu muc can chia sé
B2: Nhan vao chia sé.
B3: Pién email cua ngudi mudn share file.
B4: Nhan nut Giri
& Chiasé @ Saochéplignkét [EJ Yeuciutép L Taixuéng [i] Xéa =hDgitén 4% Tydénghsa ~ 51 Dic

X

Gi lién
Nhap Email dwoc share
Tép cha toi

Bat ol ai co liég

€ fa doi gudi Sua doéi ich thudc tép ang chia se
Té ¥a déi Nguai Sira dai Kich thudc té b hia sé
Ppén: Ten, Nhém hozc Email

O théchinhsia >

° “Er t trudc 12 muc Riéng tu
The..

B t trude 8,66 MB Riéng tu

m = (it trudic 107 K8 Riéng tu

@ o}
Sao chép lign k&t Outlook
Hinh 12. Chia sé dit liéu trén One Drive online

2.6. Xem thw muc dwge Share

Nhéan vao muc Pi chia sé, khi d6 s& thay duoc file/thu muc share, thoi gian share

va nguoi share




Trung tam Cong nghé Thong tin - Pai hoc Cong nghiép Ha Noi /

= - [m] x
| B Downloadthe ¢ X | G danhmuchinh X | - Taomucluchin X | £J Microsoft Officc X | @ ATTT-OreDrn X | [l 1.Baccaocaic X | +

< (@] ] ] https://hauieduvn-my.sharepoint.com/personal/tinhpd_haui_edu_vn1/_layouts/15/onedrive.asp... 1§ o= z

)’) e @ ’ (‘:pT:’)

Pham Bic Tinh T Tailén v |2 Chiasé @ Saochéplienkét [J Déngbé L Taixudng s+ [T SdpxEp v = v
B3 Tép ciatoi
D GEnasy
Tép clua toi > ATTT &
£ Dachiasé
5 v a o e g . s
g Mg EE O Ten ba sua doi - Nguai Stra doi Kich thu... ~ Dang chiasé
Thufvién dudc chia sé “camera Ham qua lic 6:07 CH Pham Bie Tinh 16 muc B3 chia s¢
Site gip ban thuc hién cac du 3n véi
nhém va chia sé théng tin tir ol “data center Hém qua lic 6:07 CH Pham Dirc Tinh 7 muc o D3 chia 2
nai, trén moi thiét bi. Tao hodc theo
d3i site A€ chiing hidn thi tai Gy, R _— .
- ° Document Hém gqua lic 6:07 CH Pham e Tinh 6 muc B chia se
Tao thu vién chung
“key Hém gqua ldc 6:07 CH Pham irc Tinh 3 muc o Pé chia sé
“lich tuan Hom qua lic 6:07 CH Pham Bic Tinh 2 muc o Bé chia sé

Hinh 13. Diz liéu duwoc chia sé

2.7. Cung lam viéc trén file

Tuong t4c 12 tinh niang néi bat cua Office 365. Trén mot file duoc chia sé, nguoi
ding khong can phai gui tai lieu qua lai bang mail. Nguoi ding c6 thé dé dang thém, tra
101, theo ddi va cap nhat tai liéu trén mot phién ban. Cac file ludn duoc cap nhat, vi vay
moi ngudi déu dugc tiép can véi phién ban ¢ noi dung méi nhat. Office 365 hd tro toi da
05 nguoi cling 1am viéc trén 01 file ciing mot thoi diém. Céc bude thuc hién sau:

B1: Tai khoan A Share cho tai khoan B dir liéu.

B2: O tai khoan B chon file d3 duwgc share va chinh stra,
chudt phai chon Open / Open in Word Online.

B3: Khi tai khoan B tuong tac trén file sé hién tai khoan dang tuong tac va tinh
trang. (file da luu hay chua).

2.8. Luu triv dir liéu voi OneDrive offline trén may tinh ca nhan

2.8.1. Cai dat One Drive trén may tinh

B1: Truy cap duong link: https://onedrive.live.com/about/en-hk/download/

B2: Nhin vao Dowload dé cai dit OneDrive trén may tinh ca nhén

10

/


https://onedrive.live.com/about/en-hk/download/
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=. Microsoft | Microsoft 365 OneDrive  Business  Plans and pr

Download
OneDrive

If you have Windows 10, OneDrive is already installed on
your PC. If you're using another version of Windows, install
OneDrive to get started.

Nhan dé cai vé may tinh

Start OneDrive

Download

Hinh 14. Cai dat One Drive vé mdy

2.8.2. Dang nhdp OneDrive offline vdi tai khodn Office365.

Set up OneDrive

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

Nhap Email

| P @haui.eduvn|

Create account m

Sau khi cai dat thanh cong trén PC, vao Start/ OneDrive. Nhap tai khoan Office
365 va chon Sign in
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& Microsoft OneDrive >

Your OneDrive folder

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

Your OneDrive folder is here
ChUsers\AdminyOneDrive - haui.edu.vn

Change location

Hinh 15. Dang nhdp One Drive offline trén mdy tinh

Ding nhap thanh cong, xuat hién thu myuc OneDrive-haui.edu.vn twong ty nhu

OneDrive trén Website.

a | = | OneDrive - Truéng Bai hoo Céng nghiép Ha Nai — O >
Home Share View G
14 @ 5 Admin » OneDrive - Trugng Pai hoc Céng nghigp Ha Nai I ] yol
sy
~ Marme Status Date modified Type

#F Quick access
NE @ 16/4/2021 8:07 AM File folde
@ Onelrive ATTT = 16/4/2021 8:07 AM File folde

r—: 2/4/2021 807 A i

@ OneDrive - Truéng Dai hoc Céng r Contact = 16/4/2021 AM File folde
I Desktop @ 16/4/2021 7:46 AM File folde
3 This PC ) Documents @ 16/4/2021 7:46 AM File folde
[ Desktop Machine Learning = 16/4/2021 812 AM File folde
| Documents Mau bieu = 16/4/2021 8:12 AM File folde
| Pictures O 16/4/2021 7:46 AM File folde

" Downloads
. setup = 16/4/2021 8:13 AM File folde

J) Music i )

) teng hop = 16/4/2021 8:13 AM File folde
&= Pictures [ PCCC-tham-khao 2019 o 22/12/2020 9:43 AM Foxit Rea

m Videos
e Windows 10 (C:)
we Local Disk (D:) v o€ 3

11 items =

Hinh 16. Méi truong lam viéc One Drive offline

2.8.3. Pong bg dit ligu One Driver véi Cloud
* Lwu y: Mdi tai khoan OneDrive dugc st dung 1 TB dir liéu va dé sir dung toi da

tai nguyén trén OneDrive ta cd thé cai dit cho mot sé thu muc chi dinh dong bo hoic

12

/
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khong dong bo véi may tinh ca nhan nhu sau:

View anline

View sync problems

Manage storage

o

Help topics

Report a problern

Pause syncing »
Exit

Hinh 17. Cau hinh dong bé dir liéu One Driver trén mdy tinh véi Cloud

Nhan biéu tugng OneDrive dudi phai goc man hinh chon Setting

O tab Account Choose folders Tich chon hoic bo chon cac thu muc can dong

b6 sau d6 chon Ok.

Settings Account Backup Metwork Office  About
|

OneDrive - Truéng Bai hoc Céng nghiép Ha Néi (tinhpd @haui.e

2MB of 1,024 GB doud storage used | Add an

Manage storage  Unlink this PC

1 location is syncing

OneDrive - Trudng Bai hoc Céng nghiép HA Mai

26 MB used on this PC Chooze folders §

O

& Microsoft OneDrive *

Choose folders

Choose what you want to be available in your "OneDrive - Truging Pai hoc Céng
nghiép Ha N&i" folder, These files will be available on-demand. Unselected folders will
be hidden from File Explorer.

[] Make all files available

Or make these folders visible:

I:‘ D Files not in a folder (0.0 KB)
> B 7 Desktop (848.7 KB)
> B °= Documents (25.1 MB)
> B °_ Pictures (178.4 KB)

Location on your PC: ChUsers\Admin\OneDrive - Trugng Pai ...
Selected: 76.1 MR Cancel ‘.

Hinh 18. Chon dit thu muc can dong bé

Dé sir dung One Drive trén may tinh. Sau khi cai dit thanh cong, ta nhan Start

chon One Drive hodc nhan dip vao biéu twong One Drive ¢ goc phai man hinh. Thu myc

13
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One Drive mo ra va cho ban lam vi¢c trén d6 nhu nhitng thu muc khac trén may tinh. Moi
dir liéu ctia ban s& luu trong thu muc ndy & may tinh va dong thoi dong bo dén Cloud.
3. St dung Microsof Word online

Tai man hinh bang diéu khién cua office 365, chon phan mém Word online.

@ | @ cschtze x | [l Huonge X | B Google! X | @b Bachia: X | @ Tepclia x | @ Werd x|+ = g =
& O m 2 https://www.office.com/launch/word?auth=2 B s = &

1.Nhan dé m& Word

Iéu mdi dugc luu vao:

2. Tao tai lieu mai

Tai ligu tréng mdi Ghi chid chung Bai luan kigu APA Bai ludn kidu MLA

Hinh 19. Dang nhdp Microsoft Word online
3.1. Tao mgt vin ban méi
B1: Chon Tai liéu tréng méi

B2: Nhap ndi dung van ban.

B | =. Download © X | 5 danhmuch X | 37 Taomucly X a Microsoft C % o ATTT-One X u 1.Baocao - X u 1.Baocao : X | + = x

C m £ httpsy

thauieduvn-my.sharepoint.com/w:/r/personal/tinhpd_haui_edu_vn1/_layouts/15/Doc.asp... 1§ 7= 3

Word 1. Bao cao cai dat viru: i v £ Tim kiém (Alt + Q)

Tép Trang déu Chén BS tri Tham khdo Xem lai Xem Trg gitup £ Chinh stra v | Chia sé L7 Chi thich | v Cap nhat
3 Times New Roman | 12 v e B2 O3S o ow & L Tim E'\ ‘QJ
o - Kigu & Thay the Tai Etc:é :L_mg B_D:;i,,lnh
Hodn tic M Ké & Chinh sira Téisirdung tép | Doc chinh ti
Nhan Tép dé luu file
TRUGNG PHCN HA NOT CONG HOA XA HOI CHU NGHIA VIET NAM

TRUNG TAM CNTT Dic lip - T do - Hanh phiic

BAO CAO THU NGHIEM
1. Phin mém thi nghiém:
- McAfee Endpoint protection
4 méy van phong TTCNTT + 1 mdy to ATTT
12 may GV phong may TTCNTT
- McAfee Data Exchange Layer - Giao tiép hai chifu gita céc diem cudi trén mane. chia
Trang 1trén2 662 tr  Ti€ng Anh (Mi) Du doén chix: Bat — 100% + Cung cdp Phan hdi cho Microsaft
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3.2. Lwuvan ban

B1: Nhan Tép

B2: Nhin vao Luu nhw

Hinh 20. Méi truong soan thao Microsoft Word online

= ‘ @ Cach tao va xda Section trong V. X | . Hudng dan danh sé tir trang ba' X | By Google Dich X | @ D3 chia sé vdi ban - OneDrive

G @

Bong

Trang d3u

Médi

M

Théng tin

Luu nhu

Chuyén déi

In

Chia sé&

Gidi thiéu

& https://hauieduvn-my.sharepoint.com/:w:/r/personal/ _haui_edu_vn/_layouts/15/doc.aspx?source

Luu nhu

m -

=

Luru nhu —

Luu ban sao tryc tuyén.

=

"

PO

DPéi tén
Dai tén tép nay.

Tai xuéng Ban sao
Tai xusng mét ban sao vio mdy tinh cia ban.

Tai xudng dudi dang PDF

Tai ban sao cua tai ligu ndy xudng may tinh cia

Tai xudng dudi dang ODT

Tai ban sao cia tai ligu ndy xudng may tinh cla

ban dudi dang tép PDF,

ban dudi dang tép COOT.

Hinh 21. Lwru van bdan véi Word online

Dién tén tép, click lIwu. Néu tich chon Replace existing file thi néu dang luu

file tring tén véi file minh can ghi, phan mém s& x6a file dit liéu trén file cii va ghi vao

dir liéu mai.

Luu Nhu

Tén tép
Tai liéu3 - Sao chég] doex
Vi tri

EI Documents “

3.3.  Luu file viin ban vé may tinh véi Word online

B1: Nhan Tép
B2: Nhin Luu nhw

B3: Nhin Tai xudng bén sao
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= ‘ (@) Céch tao va xéa Section trong V. X | Bl Hudng din dénh sG tirtrang bat X | By Google Dich X | @ b

(@] i) ] https://hauieduvn-my.sharepoint.com/:w:/r/personal/ ._haui_edu_vn/_layout:

Péng

Luu nhu

[J|_:F Luu nhu
ﬂ Luu ban sao truc tuyén.

Trang diu

Déi tén
= - . . N Gl
- Luu file vé may tinh
o afuéng Ban sao
Tai xuding mét ban sao vao may tinh cla ban.
Chuyén déi
o Tai xuéng dudi dang PDF
In B

Tai ban sao cla tai ligu nay xudng may tinh cda ban dudi dang tép PDF
Chia sé
@ Tai xuéng dudi dang ODT

Gidi thiéu Tai ban sao cla tai ligu nay xudng may tinh cla ban dudi dang tép OCT.

NUt Luu Nam & dau?

Khéng cé nit Luu vi ching tai dang tv déng luu tai liéu cda ban.

Hinh 22. Luu file van ban vé mdy tinh khi dang soan thdao véi Word online

Mot thong bao xuét hién:

Microsoft Word

Ban co mudn tai xudng mot ban sao ca tép nay va lam vigc ngoai tuyén khong?
Tai xuéng Ban sao

Nhéan vao Tai xuong ban sao

Cho trong vai gidy, sau khi hién thong bao download finished, nhin vao Mé hodc

lwu thanh.

Trang 1trén1 6tr Tiéhg Viet Du dodn chir: Bit

Ban mudn lam gi vai : :
. M Luw thanh
'E Tai iéw3 (1).docx? HEnan

3.4. Mé mot file van ban va lam viéc trén Cloud
B1: Nhin Tép
B2: Nhan Mé

B3: Nhan Tai liéu cin mé.

16

Y



Trung tam Cong nghé Thong tin - Pai hoc Cong nghiép Ha Noi

C a O

https://hauieduvn-my.sharepoint.com/:w:/r/personal/

Béng

Trang ddu

Théng tin

2u37docx
OneDrive for Business cla ™

» personal »

_ ~_haui_edt

_haui_edu_vn = Documer

Tai litu2.docx

CneDrive for Business clia ~

7= personal »

Luu nhu

Chuyén ddi

In

Tai litu1.docx

OneDrive for Business cha ™ ...

h » personal = .

Tai ligu.docx

OneDrive for Business cla

» personal »

Chia sé&

Gidi thiéu

Hinh 23. Mo tai liéu trén méi truong Word online

A_haui_edu_vn = Documer

. _haui_edu_vn » Documer

. 1_haui_edu_vn » Documer

Hién thi thém

Néu khéng thay file d6 trong muc Gén ddy , click vao Hién thi thém tép dé tim

file.

Tép cida téi

D3 chia s&

(|
D Ganaay
f
5]

Thing rac

Thu vién dudc chia sé

Site gitip ban thuc hién cac dir an vdi
nham va chia sé théng tin tir moi
nai, trén moi thiét bi. Tao hodc theo
di site 3£ chiing hién thi tai day.

Tao thu vién chung

Mo file tuong tng:

T Téilen ~ 2 Ddngbé  £E Tudéng héa ~

Tép cla toi

0O Ten Da sira déi
O _‘Desk‘[mp g Khodng mét gi& trude
"Documenls Khodng mét gi& trude
N
“Email Hém qua lic 1:36 SA
X
“Pictures Khodng mét gid trudc

5

Hém gua lic 9:50 CH
[ “Tai lieu hdsd 0365-V5.pdf Hém qua lic 1:35 SA
WY T lidu.docx Hom qua lic 101 5A
WY TR lidut docx Hém qua Kic 1:42 SA
@ :Tén liéu2.docx

27 phit trudc

@ “Tai liéu3.docx 12 phuit trudc

4. Microsof Excel online

Nguei Sita dgi

Kich thudc tép

11 muc

4 muc

12 muc

3 muc

0 muc

8,60 MB

10,7 KB

10,7 KB

10,7 KB

10,8 KB

Str dung Excel Online. Tai man hinh trinh diéu khién office 365, chon phan mém

Excel online.

Y

17/
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@ |© cich |l Husn | B Gooo | @ Pich | @ Tépc | Word | Teilie | @ Tepc @ Tépc I Ex | 4 - o=

& @] A B https//www.office.com/launch/excel?auth=2 B =

m p MRS

[

Mai
2. Tao tép mai

S8 lam vigc mdi durgc luu v3

Tham == B!
quan
O am viéc tréng mdi Chao ming ban dén vdi E... Lich Evergreen Bé theo doi du &n

Xem thém miu —>

1. M& EXcel

Hinh 24. Dang nhdp Microsoft Excel online

Nhan vao S6 1am viée tréng méi dé tao mot bang tinh méi. Nhap noi dung

B |@ ci M Huo|Br Goo| @ Dic|e Tep | Wor |l Taili| @ Tep @ T | B @ x  + - o =

C ) o] https://hauieduvn-my.sharepoint.com/uc/r/personal/ ~ _haui... 8 7= z

Excel S8 -Diluu- P Tim kigm (Alt + Q)

Tép Trang dau Chen Céng thic Dif ligu Xemlai v Mé trong Ung dung trén May tinh P = 1

) B ifiv O iv v~ 3 B~ || Téng quat v Sv o fwv O | e y
Al ¥ £
D G H K M N

3. Chon dé lwu

Dok W=

Hinh 25. Giao dién lam viéc Excel online

Khi muédn heu, click Tép/luu

© |G csor |l Hos |G Goo| @ Dac| e Tep | Wor | il | @ Tep |@ Tep [ Ee B x4 S
G @ © hipsy/havieduvn-my.share 5 ¢ @ @ -
F &|le

bvv Ov

Tai xuéng Ban sao

i mu6ing mGt bin s20 vao miy tich cla ban.

h; Téi xudng & dang tép ODS
40460 bin 330 cia 4 e vik iy vio mdy tih cia ban

Hinh 26. Luu bang tinh voi Excel online

Céc thao tac co ban gidng v6i Word online. Cac thao tac tinh toan trén bang tinh

online giong vai offline.
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5. Microsof Powerpoint online
Str dung Powerpoint Online. Tai man hinh trinh diéu khién, chon phﬁn mém
Powerpoint

E | @ cicr| Ml Fuo |Br Goo|ed pic|ed Tep |l Wor |l Tl Tep @ x [IH Eee | Séx| +

< C ) ] https://www.office.com/launch/powerpoint?auth=2 B 18 =

- Nhan dé tao tép mai

An chi g8

e @ B ®©

BO SUU TAP
Madison
s ey n - o v e
Ban trinh bay tréng mdi Madison Atlas B suu tip
- - A . - -
Hinh 27. Dang nhdp Microsofi Powerpoint online
A A - e > N by A &

Dé tao mot file mai, chon Ban trinh bay trong méi.

B |© Cichiac |l Hudngc | By Google[| @ Dichia: | Tépcia |l Word | Toiliéul | @ Tépcia |@ Powero @ Bn x |EH Bxel | SSwsc | + - 8 X

C QA & nttpsy/hauieduvn-my.sharepoint.com/:p:/r/personal/” _haui_edu_vn/_layouts/15/doc.aspx?sourcedoc=%784... g  v= e

iii  PowerPoint Bantinhbay - Bdluu  ~ P Tim kiém

Tép Trang déu Chén V& Thiét k& Chuyén tigp Hoat hinh Trinh Chi€u Xem xét Xem Trd gidp £ Chinh sita v 4 Chia sé [} v

Dev PFlv ¥ X @ TegchiauMs @ B A A B A = = =Ev| By L B

1

Click to add title

Click to add subtitle

BanchiSu1clia1 Tiéng Viet Gidp Cai tién Office ==Ghicha [ B 88 & 78% &

Hinh 28. Giao dién lam viéc Powerpoint online

MBoi trudng va cac thao tac co ban giéng voi Powerpoint offline trén may tinh
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