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Trung tam Cong ngh¢ Thong tin - Pai hoc Cong nghi¢p Ha Noi

1. Giéi thiéu Microsoft Outlook

Hinh 1: Microsoft Outlook

Microsoft Outlook 12 mot img dung trong bo Office 365 duoc st dung chu yéu dé giri
va nhan email. Outlook cling c6 thé quan ly nhiéu loai thong tin ¢4 nhan (Email, lich,
danh ba, ghi ch, cong viéc) mot cach hi¢u qua.

Micorsoft Oulook hién hd tro cho Window, MacOS va cac hé diéu hanh danh cho
dién thoai nhu Android, IOS va Windows Phone cting v6i nén tang trén trinh duyét.

2. Dang nhap hop thw

B1: Truy cép dia chi https://mail.haui.edu.vn
B2: Nhép dia chi Email va mat khau dugc cip qua hé théng eGov dé dang nhap
B3: Nhan Ping nhap

(i) BAI HOC CONG NGHIEP HA NO! i_
Pom|  HanccuwveRsTY o sausTaY
bang nhap ——
Tiép tuc Outlook @ "‘A:'ruf CONG namp ":'9'

— MVERSITY OF VDL

Account@haui.edu.vn

€ tungnv@haui.edu.vn

Nhép mat khau

Ban khoéng truy cap dugc vao tai ki

Dang nhap bang khéa bao mét (3

I“-A at khau

T6i 33 quén mat khau

Dang nhd
Sign in HaUl - Office 365 with

—

Sign in HaUI - Office 365 with your account

Hinh 2: Man hinh dang nhdp


https://mail.haui.edu.vn/

khau theo yéu hudng dan.

lai
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Sau khi nhap mat khau néu h¢ thong yéu cau doi mat khau, nguoi st dung doi mat

A1 HOC CONG NGHIEP A 1
R

manhldh@haui.edu.vn
Cap nhat mat khau cua ban

Ban can cap nhat mat khiu vi day 13 [3n dau tién ban
ddng nhap hodc do mat khau cla Mat Kkhiu duogo Cfip
Ma&t khau hién tai

Pat mat khau méi
Ma&t khdu mdi

Nhap lai mat khéu méi

Xac nhan mat khau

Pang nhdp

Sign in HaUl - Office 365 with your account

B1l: Nhap mat khﬁu hién tai duoc cép qua eGov
B2: Nhap mat khau Ipéi )
B3: Nhap lai mat khau mdi va nhan Pang nhap

Ghi chi: Truong hop khong xuat hién yéu cau d6i mat khau nguoi dung c6 thé dat
mat khau theo huéng dan sau:

Outlook

' Yeu thich

& Hopthu dén
= Muycdi Gl

£ Bnnhip

Thém ni dung y

v Thumee
S Hp thu dén
#  Binnhip
> Muc a2 Gdi
L] Muc @3 xda bd
9 Email Réc
o Lt
Ghi chi
Lich sir Hai thasi
Thu muc méi
~ Nhem

Nbam moi

Kham phs cac nho.

Qudn Ij nhém

Chon tai khoan

Trusing Dai hos Céng nghitp Hi

Bt dau

' Hedn thinh Otrén 5

[ Thigt l3p chir ky

B Céng tic trén Word midn phi

E5] Thém ngay bét diu I9p hoc vio lich clia i
€ Thém téi khodn Google Drive hodc Dropbox

# Nh3p danh ba

-

v

B4 nang cong viéc hom nay
Tén hutng hip thu dén tréng.

Nguyén Van Ting
u

v@hauiedum

o e tha knae

Nhin “Xem tai khoan”

Hinh 3: Thong tin tai khoan
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[ wesmmwss  Tai khodn Cia Toi v & 7 (W
| & Tésaquan
Be Thing tin bilo mit
o Trietbi Théng tin bao mat Mat khau Cai dat & quyen riéng
€ watkndu Nguyen Van Tung ;_2/ q tu
B2 Cactd chie = wngnv@hauiedun @
Duy trl c3p nhit cic phudng phap xac minh Gitap mit khiu tré nén manh hon hosc thay
) Cai g3t & quykn riéng va thing tin bio mit. 38 mit khiu néu d3 cb ngui bié,
(C4 nhidn héa cai dit ti khodn vi xem céch dl

. N 2 2 ligu ciia ban dugc sif dung,
£ Hoat ding ding nhip ~ CAP NHAT THONG TIN _ THAY BOI MAT KHAU

Tai 530 10i khong thé chinh slia? @
=% Cac ting dung Office XEM CAI DAT VA QUVEN RIENG TU
5 Ding ky 2. 2 2 - .

Thay doi mat khau hién tai
Thiét bi Cac t6 chiic Hoat déng dang
g Q nhap cla téi
V6 hiéu héa thiét bj thit lac va xem lai thiét by Xem 4t c cac 8 chiic ma ban tham gia. Pp
a5 kit n&i cla ban.
Xem thal diéim va vi trf ban g3 ddng nhip
) X . v kiéim tra e c6 didu gi bt thugng hay
QUAN LY THIET B) QUAN LY T6 cHUC .
Bang xust & moi nai XEM LAl HOAT BONG GAN DAY
Cac Ung dung Office Pang ky
= =
v
Cai ait v audn N che ina duna Office Giffv phép duac asn cho ban b
S \ \ e , ) s
Hinh 4: Man hinh “Tai khoan cua toi
A A A N PO SN N ~ 2 -
Tiép theo nhan “THAY POI MAT KHAU” d¢€ cap nhat mat khau ma&i
HOE CING NGHIEP Hi M1 i
© mwecow g tngn@haicduwn | 2

Thay d&i méat khau

Can ¢ mét khiu manh. Nhip 8-256 ky tu. Khéng bao gbm
cdc tir hodc tén thudng gép. K&t hop chir hoa, chir thudng,
s& va ky hiéu,

ID ngudi diung
tungnv@haui.eduvn
Mat khiu cii

Tao méat khau mai

B4 manh méat khiu

Xac nhan mat khiu méi

©2021 Microsoft  Phap Iy | Quyén riéng tu

Hinh 5: Thay déi mdt khau

Nhap mat khau cii, mat khau méi, xadc nhan mat khau mai va nhan Giri d€ hoan tat viéc
do1 mat khau.
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3. Xac thyec tai khoan
Nguoi st dung thuc hién 1 trong 2 phuong thure xac thyc tai khoan
- Xac thuc qua sb dién thoai
- Xac thuc qua 1 email khac chua duoc stir dung
B i

phuongpd@havieduvn | ?

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

D€ d3m bao ban c6 thé dit lai mét khdu cda ban, ching tai cin thu thip mét s& théng tin d€ ¢é thé ki€m ching ban 13 ai. Ching téi s& khéng ding théng tin niy 88 gii
thu réc dén ban - chi 3 d€ giir cho t3i khodn cia ban duoc bdo mat hon, Ban s& ¢an thigt 13p it nhdt 1 trong s& cac tiy chon bén dudi,

OD\én thoai Xac thuc chua duoc dat cdu hinh, Thiét 13p ngay bay gid

o Email Xac thure chura duge dat cdu hinh, Thiét 13p ngay bay gid

Xac thue bang sb dién thoai

hiy bé

Xac thyc bang email

©2021 Microsoft  Phép Iy | Quyén riéng tw Phi&n cia ban s& hét han trong 14:59 tdi

Hinh 6: Xdc thuc tai khoan

Dé don gian nguoi dung chon phuong thirc xac thyc bang sb dién thoai. Khi d6 hé théng
s€ xuat hién man hinh yéu cau s6 dién thoai

ding dé mat quyén truy nhap vao tai khoan cta ban!

Hay x4c minh s& dién thoai xac thue cla ban bén dudi.
Bién thoai xdc thue

Chon quéc gia hodc ving cla ban ~

[Nha‘p s& dién thoai x4c thuc cla ban ]

©2021 Microsoft  Phép I§ | QuyEnriéng tu

Phign coa ban s& hét han trong 14:58 tai

Hinh 7: Xdc thuc théong tin bcfng s6 dién thoai
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B1: Chon quéc gia Viét Nam (+84)
B2: Nhap s dién thoai va nhan “Nhén tin cho t8i” hodc “Goi tbi”

Truwong hop 1: Nguoi st dung chon “Nhan tin cho t6i” Microsoft s& nhan tin 6 s6
xac thuc vao dién thoai

Ching t8i d3 gifi mét tin nhan van ban ¢ chita m3 kifm chirng dén dién thoai cia ban.

Hinh 8: Kiém chitng sé dién thoai bdng tin nhdn

Nhép 6 s6 nhan dugc tir tin nhan cia Microsoft va nhan Kiém chirng roi Hoan
tat thu tuc xac thuc

Truong hop 2: Nguoi dung chon Goi téi. Ngudi dung s€ nhan dugc cude goi tur
Microsoft va 1am theo huéng dan.

4. Quan ly h¢p thw dién tir voi Microsoft Outlook

Sau khi dang nhap thanh cong, giao dién chinh ctia Outlook online nhu sau:

W X6s B Lty 3 Dichuyéntoi

Myc da Gii *
0 CH - 12:30 CH)
Tudn n

N

Judi 18 chic
© roviovinrns
v g it

@ oo Noi dung thu

‘B :
4n nhip 5 Thén
m o dung yé. I n
i~ = Tip hulin sir dyng Microsoft Office 365
muyc I Thu gl

¥
Chua lén ki hoach gi tir Thing 4 11, 2021 din
Thing 6 11, 2021

Hinh 9: Giao dién hom thw

- Thanh menu doc bén trai bao gdm: chtrc ning tao thu méi, Hop thu dén (Inbox),
Muc thu da gui (Sent Items). ..
- Giao dién bén phai thé hién ndi dung thu, ddy s& 13 noi doc chi tiét thu, soan thu....

/
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- Thanh menu ndm ngang & trén dung dé tao, xo4, di chuyén, luu trir, tao bo loc thu. ..
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5. Truy xuat dir liéu hé thong webmail cii

Dit liéu thu dién tir tir hé thong cii dwoc chuyén sang hé thong méi va duge luu
tai thuy muc ngay-thang-nam trong thanh menu bén trai

= Outosk LS _
= £ banh dau tat ca la da doc Hoan tac

£\ Hép thu dén
@ Uu tién Khac Bé loc v
f Ban nhap
mm Cortana
B Muc da Gui - Your preview of the new Briefing ...  T525/03
We're giving you a sneak peek of the Briefin...
] Muc da xéa bo 1
©  Email Réc Batday =
= Luutra ~ Hoan thanh 0 trén 3
O Ghicha [ Thiet lap chirky
~ 23-03-2021 04-54 > Thém tai khoan Google Drive hodc Dropbox
~ C @haui.edu... £ Nhap danh ba
e MDaemon Chon m
Drafts 2 Chua che
INBOX 23

Junk E-mail 24
Hinh 10: Thu tir hé thong cii

Véi cac hdp thie khdng xudt hién thu muc ngay-thang-nam, nguwoi ding dang nhdp hé
thong https://webmail.haui.edu.vn véi tén diang nhdp, mat khau ciia hé thong cii)

HE THONG THU BIEN TG
5=— | TRUGNG BH CONG NGHIEP HA NOI

Trg gilp
l Pia chi email l
Mat khau
Dang nhap »
Tiéng Vist - WorldClient ~

Dia chi: P. Minh Khai, Q. Bic Tir Liém, TP. Ha Ni

Dién thoai: 84.4.37655121, Fax: 84.4.37655261

Hinh 11:Hé thong Webmail cii tai dia chi https://webmail.haui.edu.vn

/


https://webmail.haui.edu.vn/
https://webmail.haui.edu.vn/

10/
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6. Giri, nhan thw dién tir

6.1.Tao thuw méi

B1: Chon . Giao dién phﬁn mém s& hién phﬁn soan thao ndi dung thu

@ Dinhkém ~ i B& .- O

B G )
Tai Bce

Cc

Thém chi g&

M1 Te

il
i
i

€

U1}
(i
Il
Il
3
k4

& M N B I U ¥ A @ :

L IR

Hinh 12: Giao dién giri thur
B2: Trong muc Té1i nhép dia chi ngudi nhan va nguoi cung nhén tai 6 Bec, Cc
B3: Trén dong Thém chi dé, nhip mé ta van tit vé ndi dung thu

2 ., . . . ] ¥ Binh kém
B4: bé dinh kém tép vao thu cta ban, chon

B5: Nhap n6i dung thu va nhin Mg

(*) Ngodi ra c6 thé chon giri sau bang cdch chon thoi diém giri di:
B1l: Soan Email nhu binh thudng
B2: Chon Gwi * sau d6 Giri sau
B3: Chon ngay va gio mudn 1én lich gui thu

B4: Chon Guri.
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6.2.Tra 10 va chuyén tiép thw

o e Chuyén tiép

© MucdaGii * Bé loc Thu giri tir Microsoft 0365 =]
Ham nay Nguyén Van Ting
S T609/04/2021 1012 54

O [Ban nhap] nguyentung.haui@gmail.com Tai nguyentung haui@gmailcam
> Tra I¥i: Thu gui tif Microsoft O3...  10:12 SA Thue givi tir Microsoft 0365
Thu g tif Microsoft 0365

il
il
1
n
4
m
]
i
Il
e
N)(
¥
=
==
=

Iﬁ‘AAQBIUiA%

Hinh 13: Poc va tra loi thu

B1: Chon thu can doc trong myc
B2: Chon Tra 1oi/Chuyén tiép thu dé viét thu tra 1oi
B3: Soan ndi dung thu va nhan

7. Outlook Calendar Office 365

Outlook Calendar 1a lich va thanh phén 1ap ké hoach cta Outlook duoc tich hop hoan
toan v&i email, dia chi lién hé va céc tinh nang khac. Cling nhu viét trong mot cudn sb
tay, nguoi dung c6 thé nhap vao bat ky khe thoi gian nao trong Outlook Calendar va bat
dau nhap. Bﬁng cach str dung Calendar,nguoi dung c6 thé tao cac cudc hen va sy kién, to
churc cac cudc hop, xem lich biéu cua nhom,. ..

5 Lt

Ll Ghicha
Lich st Hoi thoai
Thu muc mai
~ Nhom
Nhém mdi
Kham pha cic nhé...

Outlook Calendar

Quan Iy nham

Hinh 14: Cdch vao chirc nang Outlook Calendar

11/
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v ThingTw2021
”TBUTSET cs.l 2
2 30 3n 1 2 3 4 I
s 67 @ II

; : o I
= 5 o > : ;

e

s B ;,||

!
. Thong tin su kién
2% 27 28 2 30 1 2 I

el : : . o K &

v lehciats
Q Llch

Vigt Nam ngy L

I B Them lich II

v

Cha c6 ké hoach gi cho ngay
Hay t3n hudng

Ngay sinh nhat

Hinh 15: Giao dién Outlook Calendar

Tao 1 sy kién vao 1 thoi diém cy thé nao d6 gdm nhitng ngudi tham duy 13 ngudi trong
t6 chtrc. Nhitng ngudi ¢ trong thu nay khi mé tmg dung Outlook Calendar (trong b tng
dung cua Office 365) s¢€ théy co su kién.

Trong myc nay dién tén su kién, noi té chuc sy kién, thoi gian, mo ta chi tiét, nhitng
nguoi tham du sy kién.

ot
B Gii [l B6 [F Trd Iy Lap lich bifu Ban ~ <7 Phanloai ~ [f Taychonphanhdi ~ - I C' z
ac thao tac
L T e |
Lch & > 76 Thang 409, 2021 v

* Ljch tap hudn Microsoft Office 365 ] 3 ! 5
Tiéu de su kién
2 @ NguydnVanTang X @ Nguyén Hoang Ta X \my chon

©  09/04/2021 =] 1200CH v dén 1230CH v @ Céngay (@9

1CH

Ranh: T6 09/04 11:30 SA - 12:00 CH | 12:00 CH - 12:30 CH | 12:30 CH - 1:00 CH

Danh sach nguoi nhan

L3p lai: Khong bao gid v

ThO;l glan @ DH Cong Nghigp X > acH
dién ra bia diém

}  Nhictéi: 15 phut trude v/ 5CH

= | Tap huén s dung Microsoft Office 365 6CH

TCH

§ m X B T UZ A

]
i
0
L]
.
i
M
il

8CH
- =02 20

9CH

10CH

1CH

Hinh 16: Thong tin su kién

/
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N A , N . R v A N x B G
Nguoi dung nhép cac thong tin cua sy kién va nhan

Sau khi gtri, nhitng nguoi trong danh sach sach dugc giri s€ nhan dugc thong bao
vé noi dung su kién duoc moi tham gia nhu hinh dudi.

L Tim kigm 46 ©

Homnay 1 ' Thing Tu 2021 £ Thing v 12 Chasé In
9 9

Thisa ThisTu This N ThisSéa This By i it 76,9 Thgd o

® Lich tap huan Microsoft Office 2

365 @ rovrinvinTing
® T609/04/2021 12:00 CH - 12:30 CH
§  BH Cong Nghiep

B uch

@ Bon 13 nguss 18 chic.
Nauyén khang phén b

= Tip huln st dung Microsoft Office 365

2 Chinhsia [ tid

Thay doi théng
tin su kién

1ThgS

Hinh 17. Su kién duoc thém vao lich cd nhan va nguoi nhdn

8. Quan ly danh ba

Lich sif Héi thoai

Thu muc mdi

~ Mhom

MNham mdi

Kham pha cac nho...

Truy cap danh ba

Quan Iy nhém

Hinh 18: Cdch truy cdp danh ba
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= Kich vao muc danh ba & bén trai cua so, giao di€n quan ly danh ba nhu sau:

i Outlook B Tiem ki trang danh ba, thu muc vé nhém

& Thanh vien Y

Chi s& hiu

= g

Bixea

Tht mye
+ Them lién he

——————— — — —
<

£31  All Rooms
o M |
O AN Distribution Lists I
B Arcomas ]
I s A 7
B o Thanh diéu hudng
Bl Offiine Global Address List I
| -
4

Hinh 19:Giao dién irng dung danh ba

=  Pé thém mai lién hé, chon muc

Lién hé méi

Ho

Ban c6 thé thém nhi&u théng tin khac
ngodai théng tin ban thiy & day, nhu
dia chi va ngay sinh. Chon Thém
théng tin khac dé€ hién thi nhigu thy
chon haon.

Théng tin lién hé

Bia chi email

Sé dién thoai di dong

'g' Ca quan

— I Cong ty

Ghi chu

Thém ghi chud

Thém théng ti
Tao Bo + e Y

Hinh 20: Thong tin lién hé mdi

= Ngudi ding nhap céc thong tin can thiét va nhan Bk



