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l. Muc dich tai li¢u

Huéng dan nguoi ding sir dung cac phan mém caa Office 365.

Il. Pham vi 4p dung

péi tugng su dung tai liéu la cac can bo duoc quan tri, va toan bo nguoi dung
duoc cap quyen sir dung Office 365.

I11. Noi dung

1. Gidi thiéu tinh ning Office 365

Office 365 1a phan mém hiéu suit cao (bao gbm Word, PowerPoint, Excel,
Outlook, OneNote, Publisher, Access, ...) va cho phép ngudi ding tiép can trai nghiém
Office trén t6i da 5 PC hoic may Mac va trén cac thiét bi di dong. Céc ban cai dit
Office truyén thong bi rang budc trén cac may tinh ma chung duoc cai dat. Office 365
cho phép céc tly chon trién khai méi linh hoat ma ngudi ding ca nhan va/hoic chuyén
vién CNTT c6 thé chon dé cai dat Office hoic c6 thé chay online tryc tiép tir trang
https://office.com khdng giéng cac phién ban Office truyén thong trudc day.

2. Hwéng din cai dit Office 365

C6 thé chay online Microsoft Office 365 hoic cai dat Microsoft Office 365
xuéng may tinh. Cuy thé nhu sau:

- Buéc 1: Truy cap vao https://office.com , nhap tai khoan va mat khau duogc
cap va nhan Sign in dé dang nhap.

[ https://portal.office.com

fSense.localdomain Boot-Repair-Disk - §

1] Office 365

Work or school account

@nhg.edu.vn

| Keep me signed in

Can't access your account?

Ping nhap hé théng Office 365

- Budc 2: Nhan vao dong Cai dit khac phia trén goc phai trinh duyét.


https://office.com/
https://office.com/

Office 365

Xin chao

Planner

A “?  Nguyen Hong Tam

¥ cai dat Office 2016

Cdc cai dat khdc

am@{i

Word t Excel

) = =
- &2 Y=
E Delve ¥

Moi ngui

B>

Tai liéu truc tuyén gan day clia ban

® M

Budc 3:

Chon cai dat Office

Trong ctra s6 tiép theo chon phién ban mudn cai dit (32 hoic 64 bit) va

nhan Cai dit dé tai.

Office 365

en Hong Tam

G}

Phan mém
Office

Cong cu & ba trg
Skype for Business

Dién thoai & may tinh bang

Budéc 4:

Office

Cai dat Office 365 ProPlus vdi cac ing dung mdi nam 2016 Digu gi a3 xdy ra véi Office 20137

Thao tdc nay s& cai dat cac (ng dung sau trén may tinh cda ban: Word, Excel, PowerPoint, Onelote, Access, Publisher, Qutlook, Skype for Business, OneDrive for Business

T BB EZE a

Word Excel PowerPoint OneNote Access Publisher Outlook  Skype for  OneDrive
Business for Business

Ngén ngi Phién ban:

Tigng Viét (Viét Nam) <] Cactiy chon phién ban Nang cao 1. Chon 32 hodc 64 bit

Khéng théy ngsn ngir ban mudn? Hay cai d3t mét trong nhiing ngén ng i tir danh sach trén, rbi cai dit géi phu kién ngén ngit. Ngén ngif bé sung va géi phy kién ngén ngir

khong tinh vae gidi han cai datcba ban.

Xem xét yéu c3u hé théng
G5 13i cai aat

cai dat |

Chon phién ban Office dé cai dat

Chay file setup vira tai vé dé tién hanh cai dit.



. * ThisPC » Downloads » Programs

55

is

its

B

Chay file setup dé cai dat

Budc 5: Tién trinh cai dit duge phan mém tu dong thiét 1ap.

] Office %

EEEEE
S aks

Installing Office

We'll be done in just a moment.

Tién trinh cai dat tu dong

Budc 6: Cai dat hoan tat

] Office

You're all set! Office is installed now
Click Start = All Apps.

i Close

Budc 7: Sau khi cai dat xong, lan dau tién mo OneNote Ién @ng dung s& bét
kich hoat ban quyén, tién hanh nhap user da duoc cap va nhan Next dé tiép tuc.
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Activate Office

To activate Office, enter the email address that's
associated with your Office subscription.

I
| @nhg.edu.vn

Enter a product key instead

Privacy statement

Kich hoat ban quyén Office

Budc 8: Cira s6 ké tiép nhap user, password va nhan Sign in dé dang nhap kich
hoat.

] Office 365

Work or school account

@nhg.eduvn

| Sign in | Back

Can't access your account?

Ping nhap hé thong dé kich hoat
Budc 9: Hoat thanh cong, nhian OK dé tiép tuc



Account Updated = =

This computer has been added to your account.

Kich hoat thanh céng
3. Hwéng din ding nhap Office 365 online

Mé trinh duyét, vao link: https://office.com ding nhap bang tai khan va mat
khau da duoc cap.

wB + A& 0

€ | @ & Microsoft Corporation (US) | https://login.microsoftonline.com/common/oauth2/authorize?dient_id=4345a7b9-9: ¢ Q Search

) Office

Work or school, or personal Microsoft account

ssssssssessssnse
[ Keep me signed in

Can't access your account?

& 2017 Microsoft =. Microsoft

Termsof use  Privacy & Cookies

Sau khi dang nhap thanh céng, man hinh dashboard hién ra véi cac tinh nang sir
dung Office online, ...:


https://office.com/

Office 365

Xin chao

Planner

g

Teams

Moi nguai

y=

Yammer

Tai liéu truc tuyén gan day cda ban
@ Mai

S6 lam viéc
nhgeduvn-my.sharepeint.com

Book

nhgeduvn-my.sharepoint.com

Document
nhgeduvn-my sharepoint.com

» ... » Documents

» ... » Documents

» ... » Documents

3. Hwéng din quan tri tai khoan Office 365

3.1. Hwéng din thay déi mat khau

A B 7

Nguyen Hong Tam

¥ cai dat Office 2016

Cac cai dat khac

3 thang trudc

3 thang trudc

3 thang trudc

Pé thay doi mat khau hién tai, chon Setting -> Mat khau theo thi tu nhu sau:

Office 365

Xin chao

¥ Cai dt Office 2016

Cac cai dit khdc

Moi ngusi

yz

Yammer

os]

Tai liéu truc tuyén gan day cta ban

® Mdi

Chu d&
. Chii d& mic dinh

Trang bat dau
Dittrang bt ddu cia ban

Théng bao
Quyét dinh théng béo ma ban c3n.

3t khau
Thay déi mat khau cia ban.

Ngdn ngit va mui gidt

Tiéng Viét (Viet Nam)

Thiét dat tng dung cda ban
Office 365

Thu

Lich

Moi nguéi

Yammer

Nhap cac thong tin mat khau cii, mat khau mudn doi va click submit theo tht tu

nhu hinh vé



=2 Office 365

change password

Strong password required. Enter 8-16 characters. Do not
include common words or names, Combine uppercase
letters, lowercase letters, numbers, and symbols,

User ID

tamnh @nhg.edu.vn

0ld password

Create new password

LA LI AL LI Ll L]
strong

Confirm new password

3.2. Huéng dan lay lai mat khau

bbb

Khi quén mat khau ma hé thong tra vé We don’t recognize... tirc 1a ngudi ding
da danh sai tai khoan hodc mat khau. Néu khéng nhd mat khau dang nhap ngudi ding
vui long lién hé vai IT cua don vi minh dang cong tac.

3.3. Huéng din quan ly thiét bi cai dit
Click vao tén tai khoan & goc trén bén phai dashboard, chon Xem tai khoan

" A ™ ~
Office 365 = -~ ~ Nguyen Hong Tam

Xin Ch ao ¥ Cai djt Office 2016

Tai khoan ciatoi  x

Cac cai dat khac

Nguyen Hong Tam

tamnh@nhg.edu.vn

PowerPoint
Tu gidi thiéu

Xem tai khoan ﬁ

Ding xust

Man hinh quan Iy tai khoan xuat hién



Office 365 Tai khoan cta toi &' | ? | Nouyen Hong Tam .

L —_— - . ? > ~ ~ n
A Bkoincis &= Dang ky Bao mat & quyén riéng...
Xéc minh nhifng sin phdm va gidy phép ban cé. Bao vé tai khoan cla ban va digu chinh thiét dat quyén
M@ Thongtin ca nhan riéng tu quan trong theo tuy chon cda ban.
Bang ky
Bad mat & quyéh riéng tu Xem ding ky Quén ly bab mat & quyéh riéng tu
Quyén (ing dung
A . e o e
8 Quyén ing dun ¥ Trang thai Cai dat ; &t bi
Trang thai Cai dat Q Y g aung ang [ 50 luong thiet bi
Ung dung cé truy nhap vao dif liéu ctia ban: 23 S8 lugt cai dat da phat hién: 0
Thiét dat Quén ly cac ng dung truy nhap vao dif liéu cla ban. Ban c6 thé cai dt Office trén t6i da 5 PC hodc Mac. 5
Ban c6 thé thu hai quyén bt ki khi nao ban muén. mady tinh bang va 5 dién thoai théng minh.
Thay d6i quy&n (ing dung Quén ly cai dat

£3 Thiét dat

Tity chinh trai nghiém Office 365 dé phi hdp vdi ban.

Chinh sifa thiét dat

4. Hwéng din sir dung cac wng dung Office 365
4.1. Onedrive for business
4.1.1. Giéi thiéu

OneDrive la dich vu lru trir ddm may c6 thé hoat dong trén nhiéu hé diéu hanh.
OneDrive for Business cung cap cho ngudi dung 1 TB lwu trit dit liéu, hd trg luu toan
b hinh anh, video va cac tai liéu quan trong tai mot khong gian, ddng thoi cd thé truy
cap di lidu tir nhiéu thiét bi nhu may tinh, tablet, dién thoai chay trén cac hé diéu hanh
nhu Windows, Mac, Windows Phone, 10S, Android va Xbox.

Nguoi st dung OneDrive c6 thé cong tac truc tuyén véi 5 ngudi cing ldc thong qua
tinh nang Office Online dé dé dang chia sé va lam viéc cung nhau trén Word, Excel,
PowerPoint va tham chi 1a OneNote Online.

4.1.2. C4c chirc ning cia Onedrive

- Upload file va thu muc

- Download file va thu muc

- Chia sé file va thu muc

- Cho phép nhiéu nguoi dung twong tac trén 1 file cing thoi diém
- Bong bo dir liéu véi may tinh ca nhan

4.1.3. Céch sir dung

* Upload file va the muc: vao trang chu https://Office.com, sau d6 dang nhap
vao hé thong bang tai khoan Office 365.
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https://office.com/

Sau d6 chon OneDrive - Day 1a noi chtra cac file Word, Excel, Power point
khi Save online va cac file dugc nguoi dung upload Ién Cloud.

Office 365

Xin chao

Planner ACvi Video SharePoint

Tai liéu truc tuyén gan day cta ban

@ Mai

Khoi dong OneDrive

? | Nguyen Hong Tam

¥ cai dat Office 2016

Cac cai dat khac

Dé upload dit liéu 1én OneDrive, click Upload = ¢6 2 lwa chon Upload file va

folder

Office 365 OneDrive

O Search -+ New ~ T Upload ~ I3 Sync € Open PR B G
<« « 4 [E > ThisPC > Documents > «|®| | search Documents )
. Files
Quynh Dinh ba Files Organize »  New folder =+ M @
Folder ~
Files A Name Date modified Type
v I Name v s Quickaccess b
Recent Custom Office Templates | 3AM  File folder
neELE L Google Drive # I §
& Attachments Mu Office Toy chinh PM  File folder B ou
I Desktop ~ # ) , )
. ViberDownloads AM  File folder
@ 56 ghi chep [ Documents # Virtual Machines | e BAM  File folder ly you
& Downloads  # Visual Studio 2008 . File folder
@2 Document.docx . . . ly you
nhg.eduvn = Pictures Visual Studio 2010 . File folder
artmedia &) B t3i Cong nghé Mobile IP v tmg dung.. . Foxit Reader PDF ..
Groups bring teams together. 5. Default.rdp 11:31AM  Remote Desktop ...
Join one or create your own dientu
Huong Dan SuT
root
‘@ OneDrive
v € 3>
File name: | [AlFites v

Ensd

Upload File va Thu muc

Thoi gian upload tly thudc vao dung luong file va toc d6 duong truyén, sau khi
upload xong, file m&i s& dugc nhin thiy trén OneDrive

11



Office 365 OneDrive

O Search —+ New T Upload Z3 Sync ¥ Uploading 195 items  |= Sort H O

Files

v

@ Attachments

# 50 ghichép & Onk
@ Virtual Machines 2 Onl
M5 Document.docx 3 hours age 10.6 KB G Only you

Thu muc sau khi d3 hoan tat upload

* Download file va thw muc: Chon d&n thu muc can download file tur
OneDrive roi click vao Download

Office 365 OneDrive _ ? Quynh Dinh b
2 search |22 Share @ Getlink [i] Delete =3 Moveto [ Copyto (7 Rename 1 selected
2)
Files
v Name Modified File Shari
_ @ Attachments Yesterday at 3:09 PM £ Only you
R 7 & 53 ghi chép Vesterdsy at 9:10 PM  Quynh Dinh ba 8 Onlyyou
[@ = TEST o) Quynh Dinh ¢ £ Shared I
. & TEST-ONLINE About an hour ago Quynh Dinh ba 2 Only you
% Document.dacx ©+ Vesterdayat9:14PM  Quynh Dinh ba 06 KB & Onlyyou

Drag files here to upload

Thao tac trén file va thu muc

* Twong tu nhu vay thuc hién cho Get Link, Delete, Move to, Copy to va
Rename.

* Quan ly file/thw muc trong OneDrive: Pé tao 1 thu muc, chon New =
Folder. Tuong ty ¢6 thé tao méi cac file Word, excel... bang cac chon tuwong (mg dén
kiéu file can tao.

12



Office 365 OneDrive
}:' Search - New - ’T Upload ~~ {u;f Sync
:,!, Folder
. I3 Jword document
Files
Recent ﬂﬂ Excel workbook
Chare TR—— ﬂg PowerPoint presentation
Recycle b H3 JoneNote notebook
...... . 4+ 33 |Excel survey
Groups bring teams together. @ Link
Join one or create your own. Drag

Tao File va Thu muc

* Chia sé File va Thuw muc: Dé chia s¢ File hay Thu muc ta click vao Sharing

- Pién email ciia ngudi mubn share file.

= Office 365

OneDrive

Chon Can view néu mudn ngudi dugc share chi ¢d quyén doc file, chon Can

|©

)

Chia sé file va thu muc

edit néu mudn ngudi d6 co thé sta file > Click Share

13



Share "TEST

L
1]
[=]
_|
=

Invite people Enter a name or email address Canedit ¥

Can view

¥ Share everything in this folder, even items with unique
permissions.
# Require sign-in

¢ Send an email invitation

Share file va thu muc

* Xem thw muc tai khoan dwoc Share: Dé xem thu myc nguoi khac Share cho
minh, click vao “Shared with me”. Khi d6 sé théy duoc file/thu muc share, thoi gian
share va nguoi share

2= Office 365 OneDrive

/"::' Search
Shared with me
~ Mame L Medified Meodified By
. = TEST SHARE 7 hours ago
r Shared with me |
Groups bring teams together.
Join one or create your own,

Hién thi thu muc tai khoan duoc share

* Clng lam viéc trén file: Tuong tac 1a tinh nang noi bat cua Office 365. Trén
mét file duoc chia s¢, ngudi ding khdng can phai guri tai liéu qua lai bang mail. Nguoi
ding c6 thé d& dang thém, tra 1oi, theo ddi va cap nhat tai liéu trén mot phién ban. Céc
file luon dugc cap nhat, vi vay moi nguoi déu duoc tiép can véi phién ban cé noi dung
méi nhat. Office 365 hd tro tdi da 05 nguoi cung 1am viéc trén 01 file cing mot thoi
diém. Cac buéc thuc hién sau:

Buac 1: Tai khoan A Share cho tai khoan B thu muc tuongtac.docx

14



OneDrive

Office 365

L Search + New T Upload & Share @ Getlink 23 Sync = Sort 2|
Files » TEST SHARE
Files
v Name Modified Modified By File Size Sharing
#5 tuongtac.docx About a minute ago 0.7 k8 ed
E,' Drag files here to upload
Jo

Share file

Budc 2: O tai khoan B chon file chan chinh stra = chudt phai chon Open =

Open in Word Online.

OneDrive

= Office 365

Ti] Delete =3 Moveto

™ Copyto

£ search @ Open ~ & Share @ Getlink < Download
a_, I Open in Word Online I I Open (2) |>
Files » TEST SHARE
Open in Word Share
Files
o Name Modified Get link e Size
7 KB A"

About a minute age

o [o MS tuongtac.docx ] 0/

Drag files here to upload

Open in Word Online

Download

Move to

Copy to

Budc 3: Khi tai khoan B tuong tac trén file tuongtac.docx s€ hién tai khoan

dang tuong tac va tinh trang. (file da luu hay chua)

tuongtac - Saved

Word Online

&, Share

REVIEW VIEW EDIT IN WORD

FILE HOME INSERT PAGE LAYOUT
L] - e 1, JEE—
Calibri (Body) = reEE W - - AaBhC BhCe
O alibri (Bodly) 1 A A AaBbCc = AaBbCc AaBbCc  aasbCe
Paste T U sk x, ¥ ¥ A E 3=- Nermal NoSpacng  Heading Heading 2

I Thuan Nguyen Nang I
Test i

Cac tai khoan dang tuong tac
* Pong bd OneDrive véi may tinh ca nhan:

15
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- Download file cai dat:

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

Home  Business Plans How-to

Great News!

You're running Windows 10, so
OneDrive is already installed on your
computer. Don't forget to get the
app and take your files on the go!

Start OneDrive

Need to reinstall? Click here to download.

°
Android iPhone Windows Phone Xbox

Download OneDrive
Cai dat file vira download
- Ping nhap bang tai khoan Office365

& Microsoft Onelrive - >

Set up OneDrive

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

Enter your email address

Clicking ~5egnin- means you agree to the Microsoft Services Agreement amd privacy statement. Gnelrve may also

download and install its updates automatically.
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Login trén PC

Sau khi dang nhap bang & may tinh xuat hién thu muc OneDrive-nhg.edu.vn
tuong ty nhu OneDrive trén Website.

@ | = | OneDrive - nhg.eduvn

Home Share Wiew
* u & Cut x By New item = @ Open FH setect an
J J -

W] Copy path ﬂ Easy access = Edit 10 Select none
Pinto Quick Copy Paste - Move Copy Delete Rename Mew Properties
access E] Paste shortcut to to - folder - &7 History E‘F_‘Imrert selection

Clipboard Organize Mew Open Select

A~ #& » ThisPC » Local Disk (C:) » Users > OneDrive - nhg.eduwn

-

MName Date modified Type Size

7 Quick access
. 5/23/2017 2:34 PM File folder
L Google Drive ) )
5/23/ 2:34PM  File folder
B Desktop & TEST 5/23/2017 234 PM  File folder
5723

* @ Attachments
»

Documents  #  I@% pocument.docx /2017 11:14 AM  Microsoft Word D... 11 KB
*
*

= | 58 ghi chép

20

* Downloads

= Pictures
artmedia
dientu
Hueong Dan Su Dun

root

| & OneDrive - nhg.edux I

[ This PC

|_ﬂ' Metwork

Thu muc OneDrive
* Luwu ¥: MJi tai khoan OneDrive duoc st dung 1 TB dit liéu va dé st dung toi
da tai nguyén trén OneDrive ta c6 thé cai dat cho mot sé thu muc chi dinh dong bo
hodc khong dong bo voi may tinh ca nhan nhu sau:

| Only you

f& Open your OneDrive - nhg.edwwn folder

Wiew online

10

View sync problems
Manage storage
Help topics

Report a problem

Pause syncing ¥
Exit

17



Sync Folders

O tab Account > Choose folders = Tich chon hoic bé chon cac thu muc can
setting sau d0 click chon Ok

@ 0) £

Sync your OneDirive files to this PC

q . 4
Settings NEt‘f\'Ufk Office  About The files you sync will take up space on this PC.
OneDrive - nhg.edu.vn (i &nhg.edu.vn)
[ Sync all files and folders in OneDrive - nhg.edu.vn
1.2 GB of 1,024 GB doud storage used | Add & Y g

Manage storage  Unlink this PC

Or sync only these folders:

1location is syncing =
| Files not in a folder (10.6 KB)

Attachments (0.0 KB)
55 ghi chép (0.1KEB) ©)
TEST (0.0 KB)

TEST-ONLINE (0.0 KB)

OneDrive - nhg.edu.vn

11KB used on this PC 9_/ Choose folders|

OREE

O

Location on your PC: C:\Users\neo\OneDrive - nhg.edu.vn',

Ok C |
Selected: 10.7KB Remaining space on C: 26,2 GB 0_,} l: SE

Pong bo OneDrive tir PC
4.2. Microsoft Sway
4.2.1. Gii thigu

Sway la cong cu giup ngudi ding tao ra nhitng ban thuyét trinh ngay trén "dam
mAay" va chia sé chiing voi ban bé cia minh. Sway duoc goi 1a phién ban cai tién cta
cong cu thuyét trinh ndi tiéng PowerPoint. Sway dugc thiét ké tdi wu cho viéc trinh
chiéu va chia sé dir liéu voi nhiéu nguoi dung cung luc.

Véi Sway ban c6 thé tao nhitng ban trinh chiéu dep mét bang nhitng thao tac
kéo tha ngay trén mang. Sau khi hoan thanh, cac ban trinh chiéu s& dugc luu trir trén
nén tang dién toan dam may. Nguoi ding c¢6 thé chia sé ching voi moi ngudi xung
quanh thong qua cac mang xa hoi hodc nhing vao web.

Sway co thé nhap nhiéu dang dir li€u: van ban, hinh anh, video cho dén nhiing
doan tweet trén Twitter. Sway ciing tw dong diéu chinh b cuc cho phu hop véi nhiéu
loai thiét bi khac nhau tur may tinh, TV man anh rong cho tdi tablet, smartphone.

Sau khi hoan thanh ban thuyét trinh, nguoi dung c6 thé chia sé chiing ngay 1én
cac mang x3 hoi nhu Facebook, Twitter, guri lién két qua email hodc nhing vao trang
web ma minh yéu thich. Pac biét, ngudi xem c6 thé chia sé hodc twong tac truc tiép
v6i cac file trinh chiéu. Cac hiéu ung ctia Sway ciing dep mat khong kém gi
PowerPoint.

18



4.2.2. Cac chirc nang cia Sway
- Tao slide m¢ dau.

- Tao slide ndi dung

- Tty bién, hoan thién slide

- Chia sé slide

4.2.3. C4ch sir dung

* Tao slide mé dau: vao trang chu https://Office.com, sau d6 dang nhap vao hé

théng bang tai khoan Office 365. Sau d6 chon Sway.

Office 365

Xin chao

SharePoint

Tai liéu tryc tuyén gan day clia ban
@ Mai

Chon Sway

Click vao "Create New" ¢ trang chu ctia Sway.

AL g

Create New Start from a topic

My SWEIyS Edited  Viewed Deleted

[BAO CAO]

5/25/2017

19

? | Nguyen Hong Tam

¥ cai dat Office 2016

Cac cai dat khac

Create new Tutorials

Start from a document


https://office.com/

Click Insert chon anh nén chu dé cua bai giang hodc kéo tha hinh anh tha vao
storyline. Thuc hién theo thir ty nhu hinh dudi.

1 Phan mém x / [ Sway x - X

& 1ttps://sway.com/tTrcMyv3H)d7eTeUs b4
—_—

Insert Cards Design Layout Remix! D Play ;;r Share Tutorials

Preview

Animals = Backgrounds | Food | Nature | Science | Technmology = e=+

You are resporsibie for respecting others rights, including copyright. Leam more. E emphasize A Accent @ Lnk ) Focus Points

[itle your Sway

results show images tagged with Creative Commons
s. Clear the box to show all results.

Trong d6: s6 2 dai dién cho chu dé; sé 3 chu dé bai giang; s 4 tim kiém anh
qua mang; s6 5 mé thém slide m&i. Nhan Play dé chay slide, ndt "Remix" ¢ canh trén
man hinh dé d6i sang ngit canh khéc cho slide. Nhan Esc dé quay tro lai man hinh

chinh sua.

——0 present it o see how it locks to others

Wa Insert  Cards  Design  Layout Remix! S Play Share  Tutorials ~ eee
y )
Storyline

Preview

Back..
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* Tao0 slide ndi dung: Tao phan ndi dung chinh cho bai giang. O ngay bén dudi
khung tiéu dé& c6 ddu + mau xanh, nhan vao d6 rdi chon "Heading". Heading & day
chinh 1a tiéu dé cho mot slide nho trong bai giang. Tao xong heading roi tao dén noi
dung ma ta mudn néi nhu trong hinh minh hoa bén dudi theo cac cong cu dugc mo ta
nhu hinh bén dudi.

4 Vi sao phai thuyét trinh t5t

Heading

IS/ Vi sao phai thuyét trinh tét Xoa nol

/ md&inhap
o

[E] Heading E Emphasize A Accent i= Bullets i= Numbers & Link

1. Thu hit nguéi ny

2. Giup hg nhe lad

3. pat hiéu qua kinh nh Chén |ink
f Indam Innghiéng Bénhdau/sé daudong

Thém noéi dung méi

Tao slide ndi dung cho bai giang.
Tiép tuc thém nhiing heading khac va ndi dung khac cho dén khi hoan tat bai
glang.
* Tiy bién, hoan thién
4.1. Dung nat Remix, lic ndy Sway s& tu dong chon cac bo két hop giira hiéu

ung chuyén canh, font chit va tong mau khac nhau. Nut Remix nam & canh trén man

hinh.

4.2. Chon phong cach va hiéu tng chuyén canh mot cach thu cong, hidy nhin
vao nut "Design” va nut "Navigation" dé Iya tuy theo y thich. Lya cai nao xong thi
nhan Play dé coi thir coi vira y chua. Hai niit ndy ciing nam ¢ canh trén man hinh.
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Insert  Cards | Design Layout Remi [} Play }:i. Share  Tutorials

Change how your Sway is laid out StC'f'y’ ine Preview

Give your Sway a personality with color, typography, and texture.

‘ Customize

ﬁ
e
L

Ab Abe Ab Abc

>
Abc | Abc Abc | Abe
Abe :
Abc Abc Abc Abc

o

Chon Design hién thi cho font chon chit va tong mau
* Chia sé

Pé guri link bai bai giang nay cho nguoi khac, Share ban co thé nhan vao nat
chia sé nhu trong hinh dudi, sau d6 1dy link. Co thé chia sé 1én Facebook, Google + va
nhiéu phuong tién khac.

<&

Storyline

C' | & Secure | https://sway.com/zy5)5T4UDaGtgPIL

Sway Insert  Cards  Design  layout Remix! [> Pay| S Share | Tutorials
>

Preview .
Share your Sway with:

Specific people

@® Those in your organization with the link

Anyone with a link

I peosle to |_TJ;> 2

I https://sway.com/zy5)5TAUDaGHgPIL fref=Link I =

ﬁ Docs.com  </> Getembed code

» More opticns

=]

Chon share hién thi chon dich dén cho bai giang
4.2.4. Cac tai liéu va duwdng link tham khao

Dudi day la cac link tham khao, d¢ hoan thién bai giang tot nhat:
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https://sway.com/WEK9vynxN7Pv4UGR

https://www.youtube.com/watch?v=W9913w-GZlw

https://www.youtube.com/watch?v=DBjqjZE2014

4.3. Microsoft Forms
4.3.1. Gigi thiéu
Microsoft Forms la mot ing dung mai cua Microsoft c6 trong bd Microsoft

Office 365. Vi Microsoft Forms, ta s& dé dang tao khao sat dung dé thu thap thong
tin, y kién va hon nira, ta c6 thé tao nhing bai Quiz sir dung trong giang day.

4.3.2. Cac chirc nang ciia Forms
- Tao lap Forms.

- Thiét lap Forms.

4.3.3. Céch sir dung

* Tao lap Forms: vao trang chu https://Office.com, sau d6 diang nhap vao hé
théng bang tai khoan Office 365. Sau d6 chon Forms.

Office 365 A 4 Nguyen Hong Tam

Xin ChéO ¥ cai dat Office 2016

Céc cai dit khac

E

Forms

Wl

Tai liéu truc tuyén gan day cla ban
® Mai Y.

Click vao New Form
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https://tinhte.vn/go-to/aHR0cHM6Ly9zd2F5LmNvbS93RUs5dnlueE43UHY0VUdS
https://www.youtube.com/watch?v=W9913w-GZlw
https://www.youtube.com/watch?v=DBjqjZE20I4
https://office.com/

1 Microsoft Office Home [ Microsoft Forms ®

O [‘j office.com, Y

My forms  Other forms P
= &
=+ —+
New Form New Quiz

Click vao: “"Untitled form" dién cac théng tin can thiét vé Form name (1) va
Description (2).

I] Microsoft Office Home @ Microsoft Forms X

&« O 8 office.com, W = &4

Preview

Saved
Questions Responses

1 —~ |
2
O goc phai cua Form name c6 biéu tuong dung dé chén hinh anh (thuong ding
dé chén Logo). Nguoi ding co thé chon anh tir Bing Search, OneDrive, hoic Upload
truc tiép tir may lén.

I] Microsoft Office Home @ Microsoft Forms *

&« O 8 office.com, w = 4

Preview ®  Theme

Questions Responses

Lorem ipsum dolor sit amet

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Vestibulum egestas cursus dolor quis tempus. Nulla sodales
odio diam, et perttitor tortor suscipit in. N sceleri: felis, nec
maximus, vitae gravida libero commodo. Mauris in est
placerat bibendum tibulum eget nisl. Curabitur sed risus arcu. Etiam vitae fel
m ipsum dolor sit amet, consectetur adipiscing elit. Sed nec eleifend nulla. Etiam scelerisque mi et
ommodo luctus eu nunc. Duis rhoncus arcu at dui rhoncus luctus. Quisque tempor mattis accumsan. Fusce

rci. Curabitur eleifend lorem in leo

dolor justo, v
molestie

us nibh dictum aliquet pharetra.

- Add question
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[ Microsoft Office Home [ Microsoft Forms ®

& O 8 office.com e = 4 o -

*  Preview

Questions Image Search OneDrive Upload
Lorem ipsum dolor sit amet b Bing n
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Vestibulum egestas curs You are responsib cluding copyright

odio diam, et porttitor tortor suscipit in. Nulla id scelerisque felis, nec varius orci
maximus, vitae gravida libere commodo. Mauris in est vitae diam viverra laoreet
dolor justo, viverra placerat bibendum vitae, vestibulum eget nisl. Curabitur sed
molestie feugiat. Lorem ipsum dolor sit amet, consectstur adipiscing elit. Sed ne
sem mattis commaode luctus eu nunc. Duis rhoncus arcu at dui rhoncus luctus. ¢
rhoncus nibh dictum aliquet pharetra.

Add ques

Giao dién cua Form sau khi chon hinh anh tai muc Form s& twong tu thé nay.

] Microsoft Office Home @ Microsoft Forms X 4+

&< O Hj office.com 3

Preview

Questions Responses

Y oem ipsum dolor sit amet.

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Vestibulum egestas cursus dolor quis tempus. Nulla
sodales odio diam, et porttitor tortor suscipit in. Nulla id scelerisque felis, nec varius orci. Curabitur eleifend
diam viverra eet. Nullam nec

lorem in lec maximus, vitae gravida libero commodo. Mauris in est \
bibendum massa. Aliquam dolor justo, viverra placerat bibendum vitae, vestibulum eget nisl. Curabitur sed

risus arcu. Etiam vitae felis quis urna molestie feugiat. Lorem ipsum dolor sit amet, consectetur adipiscing elit.
Sed nec eleifend nulla. Etiam scelerisque mi et sem mattis commodo luctus eu nunc. Duis rhoncus arcu at dui
rhoncus luctus. Quisque tempor mattis accumsan. Fusce rhoncus nibh dictum aliquet pharetra

Add que:

Click Add Question: Microsoft Forms cho phép ta chon nhiéu loai cau hoi nhu
hinh dudi day.

I] Microsoft Office Home @ Microsoft Forms. B - X
&~ O a8 office.com g = @)

Saved

Questions Responses

Y oem ipsum dolor sit amet.

sit amet, consectetur adipiscing elit. Vestibulum egestas cursus dolor quis tempus. Nulla

Lorem ipsum

sodales odio diam, et porttitor tortor suscipit in. Nulla id scelerisque felis, nec varius orci. Curabitur eleifend
lorem in leo maximus, vitae gravida libero commodao. Mauris in est vitae diam viverra laoreet. Nullam nec
bibendum massa. Aliqguam dolor justa, viverra placerat bibendum vitae, vestibulum eget nisl. Curabitur sed
risus arcu. Etiam vitae felis quis urna molestie feugiat. Lorem ipsum dolor sit amet, consectetur adipiscing elit.
Sed nec eleifend nulla. Etiam scelerisque mi et sem mattis commode luctus eu nunc. Duis rhoncus arcu at dui
rhoncus luctus. Quisque tempor mattis accumsan. Fusce rhoncus nibh dictum aliquet pharetra
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Choice: Phuc vu cho cac cau hoi dang Multiple choices hoac cau hoi dang
Check-box. Nhap cau héi can hoi (1). Chon hinh anh muén xuét hién trong cau hoi (2).
Nhap cac lya chon tra 1o bén duoi, dé thém lya chon Click “Add option” (3), hoic cho
nguoi lya chon ty nhap noi dung céu tra loi Click “Add other option” (4). Cho phép
ngudi tra 161 chon nhiéu cau tra 16i Click bat “Multiple answers” (5). Néu muén cau
hoi & dang bat buoc thi Click bat “Required” (6). Va céac cong cu tly chon khac nhu
subtitle ... Click “...” (7).

J Microsoft Office Home [E Microsoft Forms X 4+ = X
& O g8 office.com pid = :/_ @ e

Preview ?  Theme

Saved
Questions Responses
risus arcu. Etiam vitae felis quis urna molestie feugiat. Lorem ipsum dolor sit amet, consectetur adipiscing elit
Sed nec eleifend nulla. Etiam scelerisque mi et sem mattis commado luctus eu nunc. Duis rhoncus arcu at dui
rhoncus luctus. Quisque tempor mattis accumsan. Fusce rhoncus nibh dictum aliquet pharetra

1= B2

Option 1

=]

Optien 2

3\|+ e T 4 ? /6 7

I@ Mult\'p\eanswersl I@ Requ\rsdl

~+ Add question

Text: Phuc vu cho cac cau hoi dang Ty luan. O ddy Forms hd tro "Long
answer", dugc ding cho cac cau tra 10i dai nhu viét doan vin (1). Ngoai ra, néu ta
mudn cau tra 10i chi chta sb, va thoa mén cac DK thi c6 thé cai dat Restriction trong

“.7(2).

1 microsoft Office Home E microsoft Forms X |+ - x
&« O 8 office.com > = Z & -
*  Preview ®  Theme
Saved
Questions Responses
B @ *

2. Question

Restrictions

 Geaterthn @ reauied (L

| Greater than or equal to
= Add questi
Less than

Less than or equal to

Equal to
Not equal to

Between
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Rating: Phuc vu cho cac ciu hoi vé danh gia theo cac mic do 1-5 hoac 1-10
(1). Microsoft Forms hd trg biéu twong hinh sao (Star) hoic sé (Numbers) cho loai
danh gia nay (2). Néu muén dinh nghia mac 1 Star / 5 Star thi ta c¢6 thé dung Add
Label (3).

] Microsoft Office Home E wicrosoft Forms X @ Files - OneDrive “ Download Microsoft OneDr | -+ = X
< = 0O | B forms.office.com/Pages Formid=ckIXWmrjzUGOswCcvNVwhsQIUBJLBUtBifIKnseseFI URUSWVEIXWDIZNZAAWIFVTFMSVUIUVFIES4u ¥ ‘ = Z 5 -
+  Preview ® Theme
Saved
Questions Responses
h @

3. Question

1 2
5V Star v
Levels: Symbol:
15tar  Chua t6t ——
5Stars  R&tt6t | E— H
(D) Requre

<+ Add question

Date: Phuc vu cho viéc thu thap dit liéu lién quan dén Ngay Thang nhu hoi vé
Ngay thang nam sinh.

Quiz: Pay la diém dac biét caa Microsoft Forms. Quiz phuc vu cho viéc tao
dung cac cau hoi "co tinh diém" nhu trong cac bai kiém tra. D6i voi dang nay, ta s& dat
cau hoi va cau tra 1oi, rdi chon "Pép an ding" (Correct answer). Néu day 1a loai
Multiple answers thi ta c6 thé chon nhiéu Correct answer. Microsoft Forms ciing hd trg
ta thiét 1ap "Diém" cho céc cau hoi dang Quiz nay.

Click Preview dé xem lai Form

] Microsoft Office Home [ Microsoft Forms X i Files - OneDrive #& Download Microsoft OneDr | -+ = x
& = 0O ‘ B forms.office.com/Pages/DesignPage.aspréFormid=ckIXWmijzUGIswCovNVwhsOIUSILButBiflKnseseFIURUSWVEIXWDISNz A4WIFVTFMSVUIUVFIEQS4u g | = Z & -

= Preview = § Theme

Questions Responses

-’ Lorem ipsum dolor sit amet.

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Vestibulum egestas cursus dolor quis tempus. Nulla
sodales odio diam, et porttitor tortor suscipit in. Nulla id scelerisque felis, nec varius orci. Curabitur eleifend
lorem in lec maximus, vitae gravida libero commodo. Mauris in est vitae diam viverra laoreet. Nullam nec
bibendum massa. Aliquam dolor justo, viverra placerat bibendum vitae, vestibulum eget nisl. Curabitur sed
risus arcu. Etiam vitae felis quis urna molestie feugiat. Lorem ipsum dolor sit amet, consectetur adipiscing elit.
Sed nec eleifend nulla. Etiam scelerisque mi et sem mattis commodo luctus eu nunc. Duis rhoncus arcu at dui
rhoncus luctus. Quisque tempor mattis accumsan. Fusce rhoncus nibh dictum aliquet pharetra.

Click Theme néu ta c6 mudn thay doi giao dién
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QIUBJLBULBIflK

= = 0O ‘ 8 formsoffice.com/

= Preview F Theme Share s

Questions Responses

Lorem ipsum dolor sit amet.

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Vestibulum egestas cursus dolor quis tempus
sodales odio diam, et porttitor tortor suscipit in. Nulla id scelerisque felis, nec varius orci. Curabitur elé
lorem in leo maximus, vitae gravida libero commaodo. Mauris in est vitae diam viverra laoreet. Nullam
bibendum massa. Aliquam dolor justo, viverra placerat bibendum vitae, vestibulum eget nisl. Curabitu
risus arcu. Etiam vitae felis quis urna molestie feugiat. Lorem ipsum dolor sit amet, consectetur adipisc
Sed nec eleifend nulla. Etiam scelerisque mi et sem mattis commodo luctus eu nunc. Duis rhoncus arc
rhoncus luctus. Quisque tempor mattis accumsan. Fusce rhoncus nibh dictum aliquet pharetra

BiflknseseFJURL ﬁ | =

& - O ‘E] forms.office.com,
*  Preview § Theme Share s

. Send and collect responses
Questions Responses @

Anyone with the link can respond

httpsy/forms office.com/Pages/ResponsePage.as | NI

© o - =
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Vestibulum egestas cursus dolor quis tempu
sodales odio diam, et porttitor tortor suscipit in. Nulla id scelerisque felis, nec varius orci. Curabitur elf - Share as a template
lorem in leo maximus, vitae gravida liberoc commodo. Mauris in est vitae diam viverra laoreet. Nullam
bibendum massa. Aliquam dolor justo, viverra placerat bibendum vitae, vestibulum eget nisl. Curabitd  Anyone with the link can duplicate
risus arcu. Etiam vitae felis quis urna molestie feugiat. Lorem ipsum dolor sit amet, consectetur adipis|
Sed nec eleifend nulla. Etiam scelerisque mi et sem mattis commodo luctus eu nunc. Duis rhoncus ar

https//forms.office.com/Pages/ShareFormP

Lorem ipsum dolor sit amet.

rhoncus luctus. Quisque tempor mattis accumsan. Fusce rhoncus nibh dictum aliquet pharetra. o
Share to collaborate
1. Question
Subtitle Anyone with the link can view and edit
Option 1
https:/fforms office.com/Pages/DesignPage o
Option 2

* Thiét 1ap Forms (Trong Send Form >> See all settings): Sau thi soan thao
xong forms ta c6 thé chon Branching dé chon dong xuat hién cho cac cau hoi Click vao
“...” (1) va chon Branching (2).

[E Microsoft Forms x 4+ = X

< = 0O |A

1jzUG9swCcvNVwhsQIUg)LButBiflkns

Theme
Questions
Settings
Feedback
Help
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Vestibulum egestas cursus dolor quis tempus. Nulla
sodales odio diam, et porttitor tortor suscipit in. Nulla id scelerisque felis, nec varius orci. Curabitur eleifend Sign out

lorem in leo maximus, vitae gravida libero commodo. Mauris in est vitae diam viverra laoreet. Nullam nec
bibendum massa. Aliquam dolor justo, viverra placerat bibendum vitae, vestibulum eget nisl. Curabitur sed
risus arcu. Etiam vitae felis quis urna molestie feugiat. Lorem ipsum dolor sit amet, consectetur adipiscing elit.
Sed nec eleifend nulla. Etiam scelerisque mi et sem mattis commaodo luctus eu nunc. Duis rhoncus arcu at dui
rhoncus luctus. Quisque tempor mattis accumsan. Fusce rhoncus nibh dictum aliquet pharetra.

Chon cau hoi chiing ta muén thuc hién hanh dong sau khi nguoi khéc tra 1oi,
chon mét trong cac tuy chon trong menu
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@ Microsoft Forms X 4+ - X

< - O ‘ﬂ forms.office.com/Pages/DesignPage aspx#Formid=ckaXWmrjzUGSswCcvNVwhsQIUEILButBiflKnseseFJURUSWYEIXWDIZNZAAWIFY TFMSVUIUVFIEQS4ugiTo o | = 4 O -

€= Back

Branching options

1. Question
Subtitle
Option 1 Goto Next question ~
Option 2 Goto Next question v
Option 3 Goto Next question ~
v Next question
2. Question End of the form
Enter your answe 2. Question
3. Question
3. Question 4. Question
Chura t6 Rt 16t

Phan nay dé kiém soat xem ai s& c6 thé 1am Form nay.

- C6 2 lya chon 1a: Nguoi trong t6 chuc (c6 email @nhg.edu.vn) (a) va bat ky ai
¢ link nay (b).

- Options for responses:

+ Accept responses: Lua chon nay cho biét Form c6 thé nhan phan hdi khéng.
Diéu nay c6 nghia 13 ta c6 thé tao Form trudc, nhung khong cho ngudi xem tra 1oi
Form.

+ Start Date: Thiét Iap ngay bat dau cho tra 1i Form.
+ End Date: Thiét 1ap Deadline cho Form.

+ Shuffle questions: Cho phép X&o tron cau hoi mdi lan vao Form.

i
&N
&

< > 0O ‘ B  forms.office.com/Pages/DesignPage aspx#Formid=ckOXWmijzUG9swCcvNVwhsQIUSJLBut BiflKnseseFJURUswVEIXWDI3NZA4WIFVTFM5VUIUVEIEQSAugFle: e |

? Theme

*  Preview

Questions

Settings

1 ] 'll Who can fill out this form

e Amyone with the link can respond
-’ Lorem ‘psum do‘or S|t amet b - O Only people in m‘iorganizahon can respond

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Vestibulum egestas cursus dolor quij
sodales odio diam, et porttitor tortor suscipit in. Nulla id scelerisque felis, nec VErilfs orci. Cufbitur elg Options for responses
lorem in leo maximus, vitae gravida libero commodo. Mauris in est vitae diam =fl Nulla

) -~ Accept responses
bibendum massa. Aliqguam dolor justo, viverra placerat bibendum vitae, vestibulum eget nisljCurabi
risus arcu. Etiam vitae felis quis urna molestie feugiat. Lorem ipsum dolor sit amet, consectetfir adipise L] start date
Sed nec eleifend nulla. Etiam scelerisque mi et sem mattis commodo luctus eu nunc. Duis rhincus ar‘l : D End date

rhoncus luctus. Quisque tempor mattis accumsan. Fusce rhoncus nibh dictum aliquet pharetfa [ Shuffle questions .d

4.3.4. Céc tai ligu va dwong link tham khao
https://support.office.com/en-us/forms

https://www.youtube.com/playlist?list=PLOLULDZ8T3gR5UV3 m7Lcc4wUI
Qwz8HsX

29


https://support.office.com/en-us/forms
https://www.youtube.com/playlist?list=PL0LULDZ8T3gR5UV3_m7Lcc4wUIQwz8HsX
https://www.youtube.com/playlist?list=PL0LULDZ8T3gR5UV3_m7Lcc4wUIQwz8HsX

4.4. Microsoft OneNote
4.4.1. Gigi thiéu

OneNote vai muc dich gitp cho viéc thu thap, ghi chép thong tin khong dinh
dang va hd trg 1am viéc nhom vai nhiéu nguoi str dung. Chuong trinh nay c6 thé thu
thap céc ghi chép cua ngudi dung dudi dang chir viét tay, danh mdy, hinh v&, &m
thanh, hinh anh va chia s¢ cac ghi chép cia minh trén mang Internet.

OneNote nhu mot quyén s6 tay 13 noi ¢ thé luu trit théng tin va cac ghi chi —
moi thir ban can ghi nhé va quan ly.

Trong OneNote khong gisi han kho gidy d& sap xép, chia sé va c¢6 kha ning tim
kiém nhanh.

4.4.2. Chire niang cua OneNote

- Tao hoic chén théng tin vao sb tay cua ban.

- Cong tac véi ngudi khac trong so tay dung chung.

- Phan biét noi dung ghi chd bang céch sir dung thé va to sang.
- Truy nhap théng tin, dit liéu cap nhat tir hau hét moi thiét bj.
4.4.3. C4ch sir dung

* Gioi thiéu co ban giao dién lam viéc:

Untitled page - OncNote

i i
= — = . (=] ~
0 36 Curt b v|i <SS % Heading 1 To Do (Ctri1) Q. (A
5 ER Copy - Important (Ctrl+2) |~ ey e
aste aw . a W= i . _ ToDo Fin mai
= Formatpainter | B 1 oo S A W = | X Heading 2 7| |2 Question(Cted |+ Tag Tags  Page
Clipboard Basic Text 2 Styles Tags Email ‘ \ -~
Notebooks ¥ll lichhop | Lichcéngtsc  Lichnghi phep [*‘-" 5
| o .
nhg.edu.vn
‘ Work Notebook v Wednesday. May 24, 2017 £57 AM Unm\edpage\
I Personal 4 -
Notebook - 7
I OneNote 2007 "
Guide a
| Thuan Nguyen o
' Cong viéc ~
Lich hop
Lich céng tac
Lich nghi phép

Cura s6 lam viéc OneNote
- Thanh cdng cu truy cap nhanh.
- Thanh ¢ong cu Ribbon gdm céc chire ning chinh cho soan thao ghi chu.
- Thanh cong cu Bang (Table) va sap xép dit liéu trong bang.
- Danh séch cac s tay (Notebooks) d tao.
- Céc phan trong sb tay (Sections).
- Khung tim kiém trong trang hién tai hoic tat ca cac so tay cing luc.

- Thém mot trang méi (Page) trong s6 tay (Page nam trong Sections).
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- Vuing soan thao ghi chu trong so tay.

* Tao méi mot Notebook (So tay):

Budc 1: Click File > New

Budc 2: Chon noi ¢ thé luu Notebooks (Vi du: OneDrive) hoic trén may tinh
ca nhan (This PC)

New Notebook

2 OneDrive - nhg.edusn /& OneDrive - nhg.edu.vn
- ®nhg.eduwn
Recent Folders
@ Sites - nhg.edu.vn OneDrive - nhg.edu.vn
@nhg.eduvn
(‘.‘, OneDrive _
&

[T Thispc Browse
Account o= Add aPlace
Feedback

L Browse |

Tao s6 tay méi

Budc 3: Sau khi luu thanh cong, ban s& thiy Section méi duoc tao

%otebooks ¥

@
nhg.edu.vn
MNew Section 1

=5 Motes 1 Wednesday, May 24, 2017 6:41 AM

Mew Section 1 Motes 1 +

Cong viéc -

Lich hop
Lich cong tac
Lich nghi phép

Section trong OneNote

Mic dinh section mai Ia trang trang, néu thich trang tri ban c6 thé chon cac mau
c6 sdn trong mot trang méi bang cach chon Insert -> Page Templates -> Page
Templates
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Title - OneNote

History  Review

¢ B b L4 % %W EHOE Q
LS =y _ 1 o
v a: o e Le & % O © |
Insert  Table File  Spreadsheet Screen Pictures Online Online  Link  Record Record Date Time Date& Page Equation Symbol
Space  ~  Printout Attachment - Clipping Pictures  Video Audio Videa Time  [lemplates = -
Insert | Tables Files Images Media | Links Recording Time Stamp Pages Symbols -
Notebooks X New Section 1 Notes1 =+ Search (Ctrl+E) P Temp\ates =
@ ~ [T (@addpage A
@ nhg.eduvn 2 Add a page based on one of the
New Section 1 h’ltle = templates below.
Netes 1 Wednesday, May 24, 2017 8:55 AM nteclPas Soues =
o R Simple Lecture Notes
-
ang viéc Fr —
chbop Today's Topics: Announcements: Homework: Title s
Lich céng tic ath/Sci
Lich nghi phép . . o .
Blank v
Business v
Lecture Topic: Decorati
ecorative v
During the lecture, take notes here.
Planners v
S

Mau giao dién Page
* Thém Section va trang (Add page):

- Section trong OneNote gidng nhu cac the mau cha dé trong sb tay gidy. Khong
nhu gidy, OneNote cho phép ban tao ra nhiéu section trong mot so tay (Notebook). Dé
thém Section ta lam nhu sau:

Budc 1: Click chudt phai vao bit ky thé ndo (section) trén cing caa trang chon
New Section

Théng tin lich

Draw History Review Vi

v B I 8 e lobd [3 @ %I

Insert  Table File File Spreadsheet  Screen Pictures Online  Online  Link | Record Record [
Space o Printout Attachment o Clipping Pictures  Video Audio  Video
Insert Tables Files Images Media Links Recording
Notebooks ¥
@ L)

nhg.edu.vn Y ST 3 | Export..

Mew Section 1 {:hl tIEt ||Ch nghl Ix Delete

Notes 1 Wednesday, May 24,2017 6 =, .|

veanesaay, May 24, E: Moave or Copy...

o, Cong viéc ~ By Merge into Another Section...

Lich hop |_n:l, Copy Link to Section

Lich céng tac

Mew Section 5
Loy

m  Mew Section Group

Lich nghi phép
Password Protect This Section...
Section Color 3
Thém Section mai trong OneNote

Budc 2: Nhap tiéu d& cho Section méi va Enter. Bé thay doi vi tri giita cac
Section, nhan gitr chudt trai vao mot Section bat ky vao kéo dén vi tri mong muén.

- Trong mot Section ¢6 nhiéu trang (Page) tly nhu cau ngudi st dung va muc
dich cong viéc. Dé thém trang ban 1am nhu sau:
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Budc 1: Click vao Add page (1) nam phia bén phai trang

Théng tin lich hop chi ti& - OneNote

View

ile ome  [EES
: B b & B %% B B Q
i E . 1 B ; ] =
v = w. o e Le GG % © |
Insert  Table  File File  Spreadsheet Screen Pictures Online Online  Link Record Record Date Time Date&  Page  Equation Symbol
Space <~ Printout Attachment - Clipping Pictures  Video Audio Videa Time  Templates - -
Insert | Tables Files Images Media | Links Recording Time Stamp Pages Symbols ~
Notebooks * | Lichhop  Lichcéngtic  Lichnghiphép  NewSection1  + 1 Search (Ctrl+E) P~
T:uaﬂd@ N 2 (+) Add Page
nhg.edu.vn ~ . . Y
e — [Thong tin lich hop chi tiét ] 2
Notes 1 Wednesday, May 28 2017 e Am Théng tin lich hop chitiét
Quick Notes Thanh phan can bg tham gia
Gongues “ Néi dung cuse hop
I=; -
Lich hop

Lich céng tic
Lich nghi phép
New Section 1

Thém page méi trong OneNote

Budc 2: Nhép tiéu dé vao phan Header (2) cho trang sau d6 nhan Enter. Bé
thay ddi vi tri gitra trang, nhan gitr vao trang bat ky can thay d6i va kéo dén vi tri mong
mudn.

* Nhap hoac x6a ghi chu, gan thé cho ghi chu:

- OneNote cho phép chon bt ¢ noi nao trong khung soan thao (1) va bt dau
nhap di liu (2).

- Nhan giit chudt trai mili tén mau xam nhu trong hinh va di chuyén dén vi tri
mong mudn (4).

Lishhew  Lihcongtéc  Lich nghl phap M Section 1

Théng tin lich hop chi tiét

ISl cong viee - 1

[ #hip ndi dung ghi [eho 1 2 ]

hbp ndidurgehicho s Top

4/

™ huick Hotes

- Str dung c4c cdng cu V& trong thé Draw dé vé trong ghi chi hoic sir dung cac
d6i twong co san trong cong cu Shape (1)
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Théng tin lich hop chi tifét - OneMote

Type Lasso Panning Eraser IZ__“‘_‘_“. ._,_\__!. _"\..-"_ .___\__‘J. ._,_\__J“- 1‘ !‘ - C?Ior& <> vl_x_vi_x . = Insert

Select  Hand @ hickness z Space
Toaols 5hapes
Notebooks ¥ Lich hop Lich céng tac Lich nghi phép Mew Section 1 +
@

hg.edu.vn " A
nhg.edu. a . . . WA
N cection | Thong tin lich hop chi tiét
Motes 1 Wednesday, May 24, 2017 6:54 AM
Quick Motes
Cong viéc e . -

Nhap ndi dung ghi cha 1

Lich hop

Lich céng tac
Lich nghi phép

New Section 1

Nhap ndi dung ghi cha 2

Cong cu veé trong OneNote

- X6a ghi chd, chon mét ghi chd va click chudt phai chon Delete hoic nhén
phim Delete trén ban phim

Notebooks ¥ Lich heop Lich céng tac Lich nghi phép New Section 1 +
@
nhg.edu.vn - ~ . - L‘ Lt A
- - PRI S S =
Mew Section 1 Thong tln ||C Calibri ~/11 - &4 - .';‘ -
Motes 1 Wednesday, May 24, 2017 ah — =
! ’ - v a— v i— v A
Cuick Notes B I UW-L-i--i= x
Cong viéc L3 P X Cut .
(=] Nhap ndi dung ghi ch =
Lich hop Emy Copy
Lich céng tac -
Lich nghi phép -

New Section 1 [ \
Delete

opy Link to Paragrap thi cha 2

Select 3

Order 3 J
Move

Resize

Xba ghi chu trong OneNote

- Gén thé cho ghi chd: Thé 1a mot cach dé phan loai va dit wu tién ghi. Vai the,
ban c6 thé nhanh chéng trd lai cac muc quan trong, nhic ban than vé cac viéc can lam
hoic loc c&c ghi chi ma ban mudn chia sé véi nguoi khéc. Ban co thé gén thé cho bt
ky th gi, tir mot dong vin ban cho téi toan bo doan van. Bé gan thé cho ghi chd ban
lam nhu sau:
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Budc 1: Dit con tré ¢ dau dong van ban.

Budc 2: Trong thé Home chon mét thé mudn géan trong muc Tags

(9 o - Théng tin lich hop chi ti€t - OneMote

Insert Draw History Review View

File

s _ _ _ .
[ - Calbri  -[11 -iZ - =32 4 |Heading 1 Tags
Copy - Te Do (Ctrl+1) 1
Paste L e Ll =. . - To Do
- ¥ Format Painter o e it 4 .& - Headmg 2 v Important (Ctrl+2) Tag
Clipboard Basic Text Styles 7 Question (Ctrl+3)
Remember for later (
Notebooks ¥ | lichhop  Lichcéngtic  Lichnghiphép  NewSection1 4 q
@ " Highlight (Ctrl; =
A { Tag this gote (Def
nhg.edulvn - . . . A [25] Contact (Ctrl+, ) N
Mew Section 1 Thong tln ||Ch th Chl tIEt ﬁ Address (Ctrl+8)
Motes 1 Wednesday, May 24, 2017 5:54 AM £, Phone number (Ctrl+
Quick Notes 28 Web site to visit
- . Id
Cong viéc ~ gr ¢ e
[ Whag noi dung ghi chi 1 pessword
Lich hop I Critical
Lich céng téc B Projects
Lich nghl.phép Project B
MNew Section 1 .

Gan thé cho ghi chu
* Thém lién két (link), hinh anh va tap tin vao mét trang:

- Thém lién két (link) vao ghi ch: khi g8 mot doan vin ban ma OneNote nhan
ra dudi dang mét lién két thi n6 s& ty dong dinh dang nhu mot duong link. Vi du nhu
khi ban nhap www.office.com vao ghi cht cua ban, OneNote s& chuyén thanh mot két
ndi, khi bAm vao két ndi ndy s& ma trang web Office trong trinh duyét cia ban. C6 thé
thém link vao trong phan ghi chd (bao gom ca chix, hinh anh, dén nhiing trang khéc va
section) vadi cac budc nhu sau:

Budéc 1; Chon doan chit hoic hinh anh muédn thém link
Budc 2: Click Insert > Link

Budc 3: Trong hop thoai Link, nhap URL cua duong dan vao phan Address,
sau do6 click OK
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Théng tin lich hop chi ti€t - OneNote

- 2l OB B W
= = - =, O
v = B el - e @ Q)] '
Insert  Table File File readsheet  Screen Pictures Online™iBaline Record Record  Date Time Date & Page Equation &
Space @ Printout Attachment Clipping Pictures  Video Audio Video Time  Templates - <
Insert Tables Files Images Media oRecording Time Stamp Pages Symbo
Notebooks ¥ Lich hop ith cdng tac Lich nghi phép x
?
hg.edu.vn " A
nhg.edu. a . . Y S P —
1Mhap ndi dung ghi chu 2
New Section 1 Thong tindich hop chi tiét o
MNotes 1 Wednesday, May 24, 20° - . 4 aaa)
C(‘jng viéc A Or pick a location in One\te:
Nhap ndi dung ghi chu 1 Search by text n titl
Lich hop | v \_ A|
Lich céng tac ‘?D[ — All Notebooks -
- b ! Nhap néi dung ghi chu 2
gt nghl.phep =] @ nhg.edlvn
MNew Section 1 1
MNew Section 1
Notes 1
Quick Notes
S| Cdng viéc
Lich hop
Lich céng tac
Lich nghi phép
Mew Section 1
rasta Mawr Dana -
5

Thém lién két cho ghi chi

* Thém hinh anh vao ghi chG: Thém mét hay nhiéu hinh anh vao trong ghi
cht nhu sau:

Budc 1: Trong bat ki trang nao, chon noi ban muén thém hinh vao
Budce 2: Click Insert, va sau do theo mot trong céc tuy chon:

+ Click Screen Clipping dé chup mét phan man hinh may tinh cua ban va
thém vao note nhu mot hinh.

+ Click Picture dé thém moét file hinh dugc luwu trén may tinh hodc 6 dia khac,
hoac USB.

+ Click Online Picture dé tim va thém hinh tir trang Search hinh anh cua Bing,
OneDrive cua ban hoac mét trang web nao do.
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E=H

Draw

Review View

. L log

History

Enj Faahny . 1 [
® Vo @ e

Insert  Table File Spreadsheet | Screen Pictures Online | Online  Link  Record Record  Date Time Date & Pi
Space M Printout Attachment - Clipping Pictures | Video Audio  Video Time  Temg
Insert Tables Files Images Media Links Recording Time Stamp Pa
Notebooks ¥ Lich hop Lich céng tdc Lich nghi phép Mew Section 1 +
@
L]

nhg.edu.vn

MNew Section 1

MNotes 1 Wedneszday, May 24, 2017 9:18 AM

Quick Notes

. Ir
Céng viéc A
Lich hop Office 365

Lich cdng tac
Lich nghi phép
MNew Section 1

Good afternoon

e

Class Notebook

OneNote

Calendar

o

Screen clipping taken: 5/24/2017 1:05 PM

Thém anh cho ghi chi

- Thém tap tin vao ghi ch(: OneNote c6 kha ning luu trit toan bo théng tin vé

céc chua d¢, du an lai véi nhau trong cling mét noi bao gdm nhiing ban copy cua cac tai
liéu va tap tin lién quan. Thém tap tin vao ghi chi nhu sau:

Budc 1: Trong note, chon trang mudn thém tap tin hosc tai liéu vao.

Budc 2: Click Insert > File Attachment.

Budc 3: Trong hop thoai Choose a file or a set of file to insert, chon mét hoac

nhiéu tap tin va click Insert

Nhitng tap tin da duoc thém vao hién thi nhu mét icon trén page. Double-click

vao, tap tin sé dugc mao Ién.
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Histary Review V="

@ Ilf-!l+|;_‘|;I

= L8

Insert Table Jpreadsheet  Screen Pictures Online  Online Link
Space - - Clipping Pictures = Video
Insert Tables Images Media Links
Notebooks ¥ | Lichhop = lichcéngtic  Lichnghiphép  New Secti
@
hg.edu.wn - A

n K A - - A . ~ ’

New, Section 1 Chi tiét lich cong tac

Motes 1 Wednesday, May 24, 2017 6:56 AM

Quick MNotes -

Cong viéc A — m—

Lich céng tdc !
Lich nghi phép i Lich cong

New Section 1 tac <‘%E}

Thém tap tin cho ghi cha

* Thém bang va sap xép thdng tin trong bang

Bang biéu la cach tuyét voi dé to chirc va sip xép thdng tin trong cac ghi cha
cua ban. Tao bang trong OneNote nhu sau:

Budéc 1: Click Insert > Table.

Budgc 2: Di chuyén con chudt trén ludi dé chon kich thudc table ban mong
mudn, sau do click chuot trai dé thém table. Vi duy, khi chon table 6x4 s& tao ra mot
table c6 6 cot va 4 dong

((3) a5 = Table Tools

File Home Draw History Review View Layout

D = EmE g
v = [C R G mm Ry . Eﬂ‘@ & @
Insert § Table File File Spreadsheet  Screen Pictures Online  Online  Link  Recort
Space = Printout Attachment @ Clipping Pictures  Video Audic
Insert M Images Media | Links Rec
I | S —— _

Note I O Lich céng tac Lich nghi phép MNew Section 1

T [l N[

n I s v Ae s 5 .

=m0 hi tiét lich nghi phép

Ne [0 OO OO O] sdnesday, May 24, 2017 6:57 AM

e I

o o o o - =
& ~ FA Insert Table..,

:::E Mew Excel Spreadsheet

Lich nghi phép
MNew Section 1

Thém bang cho ghi cha

Hoac c6 thé click Insert > Table > Insert Table... dé nhap sé hang , cot nhu ¥
va badm OK dé tao bang
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History View

B | & a0 kd Cd

Table File File Spreadsheet  Screen Pictures Online  Onling
v Printout Attachment v Clipping Pictures | Video
Tables Files Images Mediz
Notebooks ¥ Lich hop Lich céng tac Lich nghi phép
@ L]
ﬂhg.EdU.‘u‘ﬂ Inzert Table ,
Mew Section 1 / hep
Motes 1 Leozems B7 AM
Cuick Motes Mumber of columns:
Crfmg Viée A Mumber of rows:

Lich hop Cancel
Lich céng tac
Thém bang cho ghi chu
Dé stra dbi bang hoic bat ky thanh phan nao cua bang, bam chuét vao bt ky 6
nao trong bang, sau d6 bAm vao thé Layout xuat hién trén ribbon. Cac cdng cu bang
cho phép ta chén va loai bo céc hang va cot, chon 6 va pham vi 8, hién hoac an duong
vién bang va sap xép cac 8, dii liéu trong bang.
Chi ti€t lich nghi phép - OneNote

Home Insert Draw

= A — A b

e B B EX x =X B i & RO — B AN =
Select  Select  Select Select  Delete Delete Delete  Insert Insert Insert Insert Hide Shading = Align Center Align Sort  Convert to Excel
Table Columns Rows Cell Table Columns Rows = Above Below Left Right Borders hd Left Right - Spreadsheet

Selact Delete jnsert Format Alignment Data Convert

Céc cong cu dinh dang, sap xép dit liéu trong bang

Néu dix liéu Table qué phuc tap, ban ¢d thé chuyén né sang dang bang tinh ngay
trong OneNote. Click chuot vao table, click Convert to Excel Spreadsheet. Bay gio ban
c6 thé tinh toan trén bang trung gian théng qua Excel.
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File Home Insert Draw History Review View Layout

Select  Select Select Select  Delete Delete Delete  Insert Insert Insert Insert Hide Shading
Table Columns Rows Cell Table Columns Rows  Above Below Left Right Borders = Left Right =

Select Delete Insert Format Alignment Data
. L Convert to Exc
Notebooks F | lichhop  Lichcongtic ~ Lichnghiphép  NewSection1 4 .
You'll be able to
@ Excel.
hg.eduwvn - A 2
nhg.edu. P ,
New Section 1 Chi tiét lich nghi phép
MNotes 1 Wednesday, May 24, 2017 6:57 AM
CQuick Notes
Cong viéc P o
Lich hop

Lich céng tac
Lich nghi phép
Mew Section 1

Chuyén d6i dang bang trong OneNote
* Luu va dong b so tay, chia sé cong viéc:
- Luu va dong b sb tay: OneNote khdng c6 nat Save. OneNote ty dong luu va
ddng bo tat ca di liéu trén chinh no.
- Chia sé ghi chd truc tuyén va cong viéc véi ngudi khac:
Buac 1: Click File > Share
Budc 2: Chon Share with People. Nhap username hoic email nguoi can share

(1) va chon ché @6 cho ngudi dugc chia sé Chi xem hoic Sira. Nhan nut Share dé
thuc hién.

Share Notebook

Céng viéc
OneDrive - nhg.edu.vn

Share Share with People

Type a name or email address to invite someone

l’.& Share with People 1 Yo B2 ﬁ
Can edit
Include a personal message with the invitation
2

©D  Get a Sharing Link

Eﬂ Share with Meeting
(=g

Require user to sign in before accessing document.

Feedback

i3
Options I:‘ Move Notebook

L ]
&

Share

Chia sé ghi chu, cong viéc vai nguoi khac

4.5. Microsoft Planner
4.5.1. Gigi thiéu

Plan 12 mot tng dung hitu ich gidp quan Iy cong viéc, quan ly ké hoach theo
cach don gian, dé twong tac voi mot giao dién gon gang, hop ly.

4.5.2. Chirc ning cia Planner
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- Tao ké hoach méi, xay dung nhém, phan cong tac vu va cap nhat trang thai.
- binh kém tép vao cac tac vu, phéi hop thao tac trén tép.

- Hoat dong trén nhiéu thiét bi.

- Théng bao email.

4.5.3. Cach sir dung

Vao trang chu https:/Office.com, sau d6 ding nhap vao hé théng bang tai
khoan Office 365. Sau d6 chon Planner

Office 365 h ? Nguyen Hong Tam

Xin chao ¥ Cai a3t Office 2016

Tai liéu truc tuyén gan day cla ban
@ Mmai Y.

Khoi dong phan mén

* Tao Planner: Click chon New Plan -> G6 tén ké hoach -> Click chon “Create
Plan”.

New Plan

an e
Like 'Sales Pipeline’ or Website Redesign’

Plan emal address

wiake this plan pusic © [N ve
Plan description
Add informatien about your plan for other people to see. (Optional)

Tao mdéi ké hoach

* Thém ngwoi dung tham gia ké hoach: Add Members -> G& tén member
hoac email.
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Office 365 Planner

@) newpin , a8 DU AN C @)
x

'f') P 0 Board [& Charts Notebook  ees Members
& vy + Add new bucket Enter name to add a member e ‘
7/
+
Favorite plans e
ab

Al plans.

DA DYAN

HE  HOP KHOA NGAY 25/06/...

06 Office Guides

Thém thanh vién

* Tao tién do: GO tén tién do -> G& tén cong viéc -> Chon ngay két thic cong
viéc -> Phan cbng thanh vién -> Click “Add task”

Office 365 Planner

@ New plan . & DU AN LP (@QD  Add Members ™

o P et B0 Board [§ Charts Notebook  ses Groupby Buckets ~

"‘I + Add new bucket

QD My tasks ?J

Favorite plans

Al plans. ~ [ Set due date (5

& Add assignment ()

Hk | HOP KHOA NGAY 25/06/...

©)
Add task -

06 Office Guides

DA DUAN

Thém tién do
* Twong tu ta tao thém cac Giai doan du an

Office 365 Planner

@) tewplan . 2 DU AN BP (1P (QD  wembers ~
DA

D Planner hub BQ Board [ Charts Notebook see Groupby Budkets ~

Q) My tasks FIA‘ oL I F;‘A‘ R I [G‘A‘BO'ANi ] + Add new bucket

Favarite plans

Xép Lich Thi T8 Chiic Lich Thi Cham Thi

All plans LP Lang Pham Xuan LP Lang Pham Xuan 8P Binh Pham Van

G Office Guides

DA DUAN

HE  HOP KHOA NGAY 25/06/...

06 Office Guides

Du an da tao

* Pinh kém tép va chinh sira du an:
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Xép Lich Thi

& P oap

f;:BOAN 1 @)v]frig_i:prcgrass g)v I[s-;;:: @ v ][D;Z: @ VI

eckist

(o)

L&m ding tién 8 @

Attachments

o = e

Comments

Type your message here

Chon 1 phan bén trong du &n can chinh sira, Chon Bucket can chinh sira, Chon
progress, Chon ngay bat dau, Chon ngay két thic, Tao Checklist, Tao ghi chd, Dinh
kém tép, Chen link.

* Xem tat ca dw an dang dién ra: Click “Planner hub”

Office 365 Planner L B2 .

N ; .
&)= Favorite plans

D Planner hub You don't have any favorite plans

&) Myt All plans

e n ey DU AN HOP KHOA NGAY

Al plans:

% Office Guides

DA | DUAN

#  HOP KHOA NGAY 25/06/...

Céc du an dang dién ra
* Xem nhiém vu dwgc phan cong: Click vao “My tasks”

Office 365 Planner L B 2 .

(® newpin
. Groupby Progress
My tasks ' .
"J Planner hub

Not started In progress Completed
QD My tasks

Favorite plans
T8 Chirc Lich Thi
DU AN

06/01)

All plans

L ap
o6 Office Guides

Xép Lich Thi
DA | DUAN ouan

Lam diing tién 46

Wk HOP KHOA NGAY 25/06/... 05726

L apb

Nhiém vu dugc phan cong

* Xem biéu d@b tién d9: Click vao “Charts”
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Office 365 Planner

@ newpin . a8 DU AN BP (1P1(@D  wembers +
DA

SKS
o Planner hub O Bcard Notebook  ses .

@D My tasks Status Members

Favorite plans

Chim Th
R VAN T8 Chite Lich Thi
o6 Office Guides

A 2 ot started <h o nleted
HE  HOP KHOA NGAY 25/06/... v Show completed

Bieu do tien do

4.6. Microsoft Delve
4.6.1. Giéi thigu
Dung Delve dé quan Iy hd so, khdm pha va sip xép théng tin. Ban va dong

nghiép sir dung Office 365 dé lam viéc véi nhau cang nhiéu, bang cach xem, sira va
chia sé tai liéu cho nhau, thi Delve cang hiru ich di véi tat ca cac ban.

Delve duoc hd trg boi Office Graph va hién thi cho nguoi dung thay noi dung
c6 lién quan nhat, trén co s& ho 1am viéc véi ai va nhimng diéu ho dang lam. Thong tin
trong Delve dugc diéu chinh phd hop cho timg ngudi dung. Delve khong thay di cac
quyén va ngudoi ding sé chi nhin thay nhiing gi ho ¢6 quyén truy nhap.

4.6.2. Chwrc nang cua Delve

- Tim kiém nhiing théng tin ca nhan tir kho luu trit ddm may OneDrive, hom thu
Outlook, SharePoint Online va Yammer.

- Giam sat hanh dong nguoi dung dé dua ra nhitng ndi dung phu hop va hitu ich
nhét.

- Tim kiém mang lai nhiéu loai video, link, tai liéu...

- Loai bo nhitng email rac, nhitng email khong phai mail rac nhung khong dugc
ngudi ding quan tam nhiéu trong hop thu Inbox.

4.6.3. Cach sir dung

Vao trang chu https://Office.com, sau d6 ding nhap vao hé théng bang tai
khoan Office 365. Sau d6 chon Delve.
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https://office.com/

Office 365

?  Nguyen Hong Tam

Xin chao

¥ cai dat Office 2016

Céc cai dat khac

Tai liéu truc tuyén gan day cla ban
@® Mmai Y.

Khai dong Microsoft Delve

* Xem trang va cap nhat hd so: Trang hd so cua ban trong Delve 1a noi cho
phép nguoi khac tim hiéu chu tai khoan, xem tat ca cac tai liéu, cac dy an, ky niang, va
lich str gi4o duc trong ho so. Hay cap nhat hd so ca nhan thudng xuyén dé xem moi y
kién dong gop chuyén mén dugc moi ngudi cing nhém gop y. Trong d6: 1: Cap nhap
ho so dé xem moi y kién dong gop; 2: Tai liéu moi ngudi ¢d thé xem khi dugc share

- LA
Q1 . o
Quay lai tai liéu gan day cia ban "
gty s thif 1 ; Delve -
i Al g ridng T 9 Tai b 5t 9 Thi lidu ridng T
® 0 -
g 7 # Cip nhat ha s ) ‘0_0'_@-‘;-0 -

* Két ndi va cong tac trong Office Delve:

Ban va tit ca moi ngudi ¢6 trang hd so cua riéng ban. St dung cac trang hd so
dé tim théng tin vé nguoi - va théng qua moi ngudi - va gitp ngudi khac tim thay ban.
Ban ciing c6 thé két ndi vai nhitg ngudi khac tryc tiép tir trang ho so cua ho.

Office 365 & ? Binh Pham Van 0

Yo

Tim kiém

ﬁ:h Trang chd

L Xem cac tai liéu gan day cla Quynh Dinh ba
Muc yéu thich Quynh Dinh ba e ———
Moi ngudi 1 #  OneDrive ciia Quynh Dinh ba

Hém qua Hém qua

Quynh Dinh ba

Xem Ho sg >

Két ndi véi ngudi khac tryuc tiép tir trang ho so ctia ngudi do.
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* Tai liéu an toan trong Office Delve: Delve khong bao gio thay ddi bét ky
quyén nao. Ban c6 thé xem tai liéu riéng tu cia ban trong Delve, nhiing nguoi khéc
khdng thé thay cac hoat dong c& nhan cua ban, nhu ban doc nhitng tai liéu ndo, ban gui
va nhan nhitng email nao hay ban tham gia vao nhitng cudc hdi thoai Skype for
Business nao. Ngudi khac ¢ thé thdy rang ban di chinh sira tai liéu nhung chi khi ho
c6 quyén truy nhap vao cling maot tai liéu.

OfﬁCE 365 DElVE & 7 Binh Pham Van ‘

-

| P Timkiém ‘ ! Thay ddi anh bia

ﬁ Trang chd

Toi

Muc yéu thich : -
o Binh Pham Van
Moi nguéi S binhvp@nhg.eduvn

system admin B binhvp@nhg.eduvn

Tai ligu cua tai khodn diroc bao mdt 1 cach tuyér doi

* Tim thong tin nguwoi khac: Ban cd thé tim thdy thdng tin vé nguoi khac bang
cach di t6i trang hd so cta ho trong Delve. Danh sach moi ngudi ¢ bén trai hién thi
mot s6 ngudi Ma ban dd xem gan day trong Delve. Dé tim nhiing nguoi khac Bam vao
tén hodc anh cia mot ngudi & bat ctr noi ndo trong Delve hoic gb tén cua ho vao hop
tim kiém, roi bam vao tén cua ho.

Office 365 | Delve g . e

I D Timkiém 2

ﬁ:h Trang chi

Toi 3 s R3] TR % a 2 5

Xem cdc tai liéu gén day cla Quynh Dinh ba

Muc yéu thich Quynh Dinh ba I Ban chi xem dugc nhiing tai liéu ma ban co quyén truy nhap
Moi nguai & OneDrive cia Quynh Dinh ba

Quynh Dinh ba]

Xem Hosg >
system admin @ @
Nguyen Hang Tam
@2 Onehlote 8 Onehote

Binh Pham Van

* Nhom va chia sé tai liéu trong Office Delve: Delve cho phép ban cé thé s

dung bang thao luan dé tao nhém cho tai liéu va chia sé cac tai liéu c6 lién quan.ban c6
thé tao bang thao luan dé thu thap tit ca cac tai liéu du an cho nhém ctua minh. Bang
thao luan gilp dé dang thu thap va tim hiéu noi dung, va ciing dé dang chia sé¢ véi
nhirng nguoi khac.
Ban ¢4 thé ciing theo ddi cac tai liéu trong Delve bang cach thém ching vao yéu thich
Néu ban tim thay tai liéu ban muén luu cho sau nay, hiy bdm vao biéu tuong thé danh
dau trong goc dudi bén trai dé thém nd vao yéu thich caa ban. Pup chudt vao danh
muc yéu thich dé d& dang tim kiém khi can.
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Of'fice 365 A s Binh Pham van .

P Tmkigm Yéu thich clia ban
Quay lai bang va tai liéu yéu thich cia ban. Chi ban mdi cé thé thdy nhifng thi ban da thém vao yéu thich cia minh. Tim hiéu thém
g ¥ 9 y ®
Tr +
(O Bang y&u thich
Tai Nhifng bang dugc ban thém vao hodc danh dau |a yéu thich s& dudc hién thi ¢ day. Tim hiéu thém
| Pucyentich I Tai liéu yau thich

Quynh Dinh ba
Di sira déi - Hom g

Binh Pham Van @3 OneNote

Lang Pham Xuan HOP KHOA NGAY 25-
06-2017 Not...k « TEST

4.6.4. Tai liéu tham khao

https://support.office.com/vi-vn/article/Office-Delve-la-qi-1315665a-c6af-4409-
a28d-49f8916878ca

https://www.youtube.com/watch?v=PR0Of6uS7gXqg

https://www.youtube.com/watch?v=u0gonBzJnul
4.7. Microsoft Sky for Business
4.7.1. Giéi thiéu

Skype for Business 1a mot phan mém cé trong bo Microsoft Office 365 véi
nhitng tinh nang chuyén dung danh cho hoi thoai truc tuyén.

4.7.2. Cac tinh nang cia Sky for Business

- Tim nguoi trong Contact List

- Add thém contact

- Xem cudc goi vira goi, cudc goi nhd, cudc hoi thoai vira diénra
- Xem meeting scheduled

- Tao Meeting qua viéc click button Meet Now

- M6t s6 chire ning trong mot cudc hoi thoai truc tuyén

4.7.3. Céch sir dung

Giao dién chinh sau khi dang nhap phan mém
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https://support.office.com/vi-vn/article/Office-Delve-l%C3%A0-g%C3%AC-1315665a-c6af-4409-a28d-49f8916878ca
https://support.office.com/vi-vn/article/Office-Delve-l%C3%A0-g%C3%AC-1315665a-c6af-4409-a28d-49f8916878ca
https://www.youtube.com/watch?v=PR0f6uS7gXg

@ Skype for Business

What's happening today?

Demo Blog Office 365
Available =
o Set Your Location ™

e O H & -

Find someone Q
GROUPS STATUS RELATIONSHIPS NEW 2
4 FAVORITES

4 QTHER COMTACTS ()

To add contacts, drag from another group or add from search,

* Tim ngudi trong Contact List (C4 nhan va té chic): Nhap théng tin tim
kiém tai Find Someone va Enter.

®

What's happening today?
Demo Blog Office 365

Available ¥
SetVour Location T

O ® B

emo x

“ D

o

MY CONTACTS.

I+

Demo 1 - Offline - Offline Messages Only

Demo 2 - Offline - Offline Messages Only

Demo 3 - Offline - Offline Messages Only

Demo 4 - offline - Offline Messages Only

Demo 5 - Offline - Offline Messages Only

Demo Blog Office 365 - Available - Video Capable

Demo User - Offline - Offline Messages Only

Demo from process - Offline - Offline Messages Only

Le Phuong Thi - demo - Offline - Gffline Messages Only

109009000090

* Add thém contact: C6 thé Add trong cuing té chirc, hodc Add ngudi ngoai to
chuc (va ho c6 thé ding Skype for Business hoic Skype binh thuong).
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® Skype for Business

What's happening today?
Demo Blog Office 365

Available ¥
©  setvourloction v

< O B

Find someone
GROUPS STATUS RELATIONSHIPS NEW
4 FAVORITES

4 OTHER CONTACTS [2)

laitrungminhduc@hotmail.com - Presence unknown

minhduc.msp@outlook.com - Presence unknown

* Xem cugc goi vira goi, cudc

{8) Skype for Business
Other

49

Add a Contact in My Organization
Add a Contact Not in My Organization »
Create a New Group

Display Options



®

What's happening today?

Skype for Business @ - x

Demo Blog Office 365

Available ¥

ALL CALLS

/?J © Demo Blog Office 365
=l Hello

11:16 PM
View More in Outlook...
[
* Xem meeting scheduled:
® Skype for Business @ - X
What's happening today?
Demo Blog Office 365
Available ~
Set Your Locatiga
R

TODAY

You don't have anything scheduled. Enjoy :)

* Tao Meeting qua viéc click button Meet Now
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1 Participant

1 Participant

Conversation {1 Participant)

Looks like you're the only one on the
call.

Demo Blog Office 365

Conversation (1 Participant)

Locks like you're the only one on the
call.

Demo Blog Office 365

51
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Start Recording
Manage Recordings

IM Text Display Size
Change Font...

High Priority

Meeting Entry Info
Skype Meeting Options
Eng Mesting

Skype for Business Help

% ENG
D) ENG




Conversation (1 Participant)

1 Participant

Meeting Entry Info

Conversation
Mesting link:

Looks like you'rg
call.

Organizer

Demo Blog Office 365

e ] o]

Demo Blog Office 365

11:47 PM

g W) ENG s B

* Mt s6 chirc ning trong mét cudc hdi thoai truc tuyén
Conversation (1 Participant) @ m 2 - x

1 Participant all aze (287)

Looks like you're the only one on the
call.

Demo Blog Office 365

11:49PM
12/20/2016 E|

~ ‘@ 7 d) ENG

Share your Desktop/ Share a Window: Share man hinh Desktop s& cho két qua
la moi hoat dong trén may tinh thi ngudi trong cling cudc hoi thoai sé thiy duoc, con
Share a Window thi chi ¢6 tng dung duoc chi dinh méi thay.

Share PowerPoint Files: Trong qua trinh hoi thoai tric tuyén, néu ta c6 nhu cau
thuyét trinh bang file PowerPoint thi c¢é thé ding chirc ning nay. Tat ca nhitng ai c6
trong cudc hoi thoai déu s& thay file PPT va nguoi chu tri cudc hop sé ¢ quyén diéu
khién file PPT.

Add attachments: H6 tro Share files.
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Shared Notes/ My Notes: Chia sé cac Page trong OneNotes cho nhiing nguoi
trong cugc hop.

Ngoai ra, trong More, Skype for Business con ho tro:

Conwersation (1 Participant)

1 Participant

What would you like to start?

Demo Blog Office 365

Whiteboard: Tuwong tu nhu bang tring trong phong hop, thuong ding dé
brainstorming.

Conversation (1 Participant}

(#62) 1 Participant Sopshas

Testing Whiteboard

El Select All
€ Undo
aste
aste as Image

11:41 PM
12/22/2016 D

Poll: Tao cac phiéu bau cho mét van dé nao do.
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Conversation (1 Participant)

1 Participant Stop Sharing

Hello World, Let's choose something

Windows 0%
Az 0%
All 0%

® | don't want to vate

Poll Actions ~

Pallis open | Results are hidden from sttendees Demo Blog Office... NN

Q&A: Tao muc Q&A trong hoi thoai truc tuyén. Luc ndy, phan Instant Message
sé bi Disabled, va giao dién sé nhu hinh dudi day.

Conversation (1 Participant)

1 Participant Stop Sharing

11:33:43 PM

sk about

Yes? can i help

Dermo Blog Offic...

4.8. Microsoft Teams
4.8.1. Gi¢i thiéu

Microsoft Teams hd trg mé hinh Connector nhu Exchange nham cung cap canh
bao va cap nhat cc dich vu cua ddi tac thir ba, nhu Twitter hodc GitHub mét cach truc
tiép. Microsoft Teams ciing hd tro Microsoft Bot Framework dé dem lai cac dich vu
thdng minh cua ca Microsoft va ddi tac tha ba 1én méi truong lam viéc nhom. Tat ca
hoi thoai, dir liéu di qua Microsoft Teams déu duoc ma hoa.

4.8.2. Chirc ning cia Microsoft Teams
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- Cbng cu hoi thoai nhédm (group chat)

- Hb tro cudc hop hoi thoai, video.

- C6 thé lam viéc bang tai liéu Microsoft Office.

- H6 trg Microsoft Graph.

- HO tro téi wu va dic thu hoé cho tirng muc dich 1am viéc.
4.8.3. Cach sir dung

Vao trang chu https://Office.com, sau d6 ding nhap vao hé théng bang tai
khoan Office 365. Sau d6 chon Teams.

Office 365 A ? Nguyen Hong Tam

Xin chao ¥ Cai dat Office 2016

Céc cai dat khac

Tai liéu tryc tuyén gan day cda ban
® Mai Y.
* Nhom: Nhom duoc thiét ké dé tap hop mot nhém ngudi phdi hop chat ché.
Nhom c6 thé thay doi cho cdng viéc dua trén muc dich cu thé, Chi cac thanh vién
nhoém mai nhin thay noi dung cong viéc bén trong nhom.

Search Q “ test » General
Favorites Conversations ~ Files +
n Office Guides
Welcome to the team!
General
H { things to get going...

o ere are some things to get going

test 1 /

General I ‘

-
biét
2 3
I Add morepeop\el I Create more channels I I Open the FAQ

Tao mét nhdm mai
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https://office.com/

2: cho add moi ngudi 1am thanh vién cia nhom; 3: Tao thém, di chuyén hoic thay doi;
4: T-bot cho phép tuong tac truc tiép dit nhitng cau hoi va duoc tra loi tu dong.

* Kénh: Kénh gilp té chic cudc trd chuyén, noi dung va cbng cu caa nhém
xoay quanh mot chu dé cy thé. Co thé té chirc kénh, chang han nhu theo cha dé (su
kién), nguyén tac (thiét ké), du an (trién khai) hozc giai tri (noi dung giai tri). Chu so
hitu nhém ¢ thé tao kénh va cho phép céc thanh vién nhém tao kénh khi can.

* Tw cach thanh vién Nhom: cic cha so hitu nhom dugc chi dinh c6 thé moi
bat ky nhan vién nao cing lam viéc véi ho gia nhap nhém. Microsoft Teams gitp cha
so hitu nhém dé dang thém ngudi vao t6 chirc theo tén caa ho.

Chu sé hiru nhém ciing c6 thé tao nhém dya trén Nhoém Office 365 hién tai.
Moi thay d6i duoc thuc hién véi nhoém sé duoc tu dong ddng bo hoa véi Microsoft
Teams. Tao nhom dua trén Nhom Office 365. Microsoft Teams hién khong hd tro
ngudi ding bén ngoai té chirc tham gia nhém cua ban.

* Vai tro cia Nhom: Cé hai vai tro chinh trong Microsoft Teams: cha s& hiu
nhom, nguoi tao nhom va thanh vién nhdm, nhitng nguoi ho moi tham gia nhom. Chu
so hitu nhém c6 thé chi dinh thanh vién bét ky trong nhom 1 nguoi dong sé hiru khi
moi ho tham gia nhdm hozc vao bat ky thoi diém nao sau khi ho vao nhém. C6 nhiéu
chu s¢ hitru nhom cho phép ban chia sé trach nhiém quan 1y cai dat va tu cach thanh
vién, bao gom thu moi.

4.9. Microsof Word online
Str dung Word Online, tai man hinh Dashboard, chon phan mém tuong ng.

Office 365 _ rd Nguyen Hong Tam

Xin ChE‘lO ¥ Cai @5t Office 2016

Cac cai dat khac

H

Forms

LA

Flow

Tai liéu tryc tuyén gan day cda ban
@ Mmei Y.

Pé tao mot van ban mai, chon New blank document
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Word Online (YRRl Mouyen Hong Tam | Sign out

Recent New in & OneDrive for Business

Document.docx
nhgeduvn-my.sharepoint.com » personal » ta...

New blank document General notes APA style paper MLA style paper

2016 P R
[Your Name] [Your Name] —— —— p———

i—&.{.\:"" ==

2016 calendar Simple resume Simple cover letter 2016-2017 academic
calendar

Nhap ndi dung van ban

Word Online  Mai Xuan Tung Document
FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Tell me what you want to do v OPEN IN WORD
h “ - - p -— 11— —— ——
i - 2 - DT T E E M M
D Times New Roman 0 A A H AaBbCc AaBbCc 2
Paste B I U abe x, x° a¥~ iv = === 1=- 3=~ Morma Mo Spacing

¥ Format Painter

Undo Clipboard Font Paragraph

Kiém tra tinh niing office Online

Khi mudn Ivu van ban, click File
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= Waord Online Mai Xuan Tung

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Tell me what you want to do v
& - - - —_— g =
> D Times Mew Roman - 20 - A A Q@ =~ Iz v €= 3= RAY T
Paste B I U abc x, x* a¥~- A~ = = = Ig‘ 3=~
¥ Format Painter _—
Undo Clipboard Font Paragraph

Click Save As

Save As

Save As
PA. Save a copy online.
Rename

Rename this file.

Download a Copy

— Download a copy to your computer.

Download as PDF

mE= Download a copy of this document to your computer as a PDF file.

Pién tén file, click Save. Néu tich chon Replace existing file thi néu dang luu
file trung tén vai file minh can ghi, phan mém s& xoa file dit liéu trén file cii va ghi vao
dar liéu mai.
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Save As X

Create a copy of this file in the same online folder.

Enter a name for this copy:

Test'|| ®

Replace existing file

Save Cancel

Néu mudn luu file vao may, Chon File -> Save as -> Download a Copy

Save As

Save As

PA. Save a copy online.

Rename

Open

Save As EI]

Rename this file.

Print

S Download a Copy

Download a copy to your computer.

About
Help
Download as PDF
Pt D load f this d PDF fil
== ownload a copy of this document to your computer as a ile.

Chon nhu hinh dudi:

Microsoft Word Online b4

Your document is ready.

Click here to download your document

Cloze

Cho trong vai gidy, sau khi hién thdng bao download finished, click Open
Folder.
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Microsoft Word Online x

Your document is ready.

Kiém tra t

Llick here to download your documenti

Close

| Test1.docx finished download'mg.l Open ~ Open folder View downloads X
6WORDS E

Kiém tra thay file test] da co trong may

-~

Mame ~ Date modified Type Size
Compressed 12/22/2015 %53 PM  File folder
Docurments 1272272015 8:53 PM  File folder
Music 12/22/2015 853 PM  File folder
Programs 12/22/2015 %53 PM  File folder
Video 12/22/2015 8:53 PM  File folder
1715/2016 11:221 AM  Microsoft Word D... 15KE

Dé ma mot file trén Office 365, chon File -> Open -> Click vao file can mé.

®© Open

Info Recent Documents

Save As

Testl.docx

cmchn-my.sharepoint.com » personal » ndhoang_cmchn_onmicrosoft_com = Docume...

)
I

Documentl.docx

cmchn-my.sharepoint.com » personal » ndhoang_cmchn_onmicrosoft_com = Docume...

Print

Share a=— CQuy trinh Cai dat Symantec Backup Exec 15-ver(1.doc

cmchn-my.sharepoint.com » personal » ndhoang_cmchn_onmicrosoft_com = Docume...

About

a— Hop dong Thue 03 nam ban quyen phan mem V3 17052016 (002).doc

=| cmchn-my.sharepoint.com » personal » ndhoang_cmchn_onmicrosoft_com » Docume...

Help

— Document.docx

=| cmchn-my.sharepoint.com » personal » ndhoang_cmchn_onmicrosoft_com » Docume...

Néu khong thay file d6 trong muc Recent Documents, click vao Open from
Onedrive for business dé tim file.
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Wo l'd Onl ine Get Word for yo

Recent New in 4 OneDrive for Business
Document2.docx
cmchn- harepoint.co H » ndhoa..

Test1.docx
cmchn-my.sharepoint.co H » ndhoa..

Document1.docx
cmchn-my.sharepoint.com » personal » ndhoa... e i

Quy trinh Cai dat Symantec Back...

cmchn-my.sharepoint.com » personal » ndhoa...

Hop dong Thue 03 nam ban quy.

cmchn-my.sharepoint.com » personal » ndho

New blank document General notes APA style paper MLA style paper
Document.docx
cmchn-my.sharepoint.com = personal » ndho
test.docx [Your Name] [Your Nama] e
cmchn-my.sharepoint.com = personal » ndho
—_——
——
@@ Open from OneDrive for Business St e
+ Add a place ¥ ¥
Simple resume Simple cover letter 2016-2017 academic Resume and cover letter
9 4 .
Mg file tuong Gng:
~aa Files
Files
v Name Madified Madified By File Size
Recent
. M Document.docx === 3days ago aa 143 KB
Shared with me
Recycle bin M Documentl.docx ==+ 12 minutes ago aa 14.6KB
M Document2.docx === 10 minutes ago aa 144 KB
@£ Hop dong Thue 03 nam ban guyen phan mem V3 17052016 (002).d... === 3 daysago aa 284 KB
ms Quy trinh Cai dat Symantec Backup Exec 15-ver01.doc s+ 3days ago aa 4.25MB
M5 test.docx === 3days ago aa 11.3KB

M= Testl.docx === 12 minutes ago aa 14.6KB

Drag files here to upload

Click Edit Document -> Edit in Browser

Test1 # Edit Document - H?f! Print ‘_-q_ Share B0 Comments
EI Edit in Word
Use the full functionality of Microsoft
Word.

El Edit in Browser
3 Make quick changes right here using

Word Online.
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4.9. Microsof Excel online
Str dung Excel Online, tai man hinh Dashboard, chon phan mém tuong tng.

;1 o] ? | Nguyen Hong Tam .

Office 365

Xin ChaO ¥ Cai dst Office 2016

Céc cai dt khac

Mei ngudi

Tai liéu tryc tuyén gan day cla ban

@ Mei Y. W Phan hai
bé tao mot workbook méi, chon New blank workbook
Recent New in & OneDrive for Business
MNext time you come back here you'll see TASK OR TITLE
your list of recently opened documents. MAKEALIST
MNew blank workbook Make a List

% of Income Spent  Summary

Total bty bt

Manage My Maney Personal Budget
& Open from OneDrive for Business

Nhap noi dung
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Book

FILE HOME INSERT DATA REVIEW VIEW v EDIT IN EXCEL
all — (] 0,
© |—_L| a6 Cut Calibri -1~ = == B Wrap Text Mumber Format - iy EEED EE 2
Paste EgCopy B I U D A - = Merge & Center  $ = % * S8 3% Survey Fc':l'mkjlat Insert Delete
N -~ asTable~ - -
Undo Clipboard Font Alignment Mumber Tables Cells
I
A B C D E F G H 1
2 STT |Tén nguoi ding Taikhoan |Pon vi/phong ban Bna chi Hé didu hanh CPU RAM
3 1
4 2
5 3
6 4
7 5
8 6
9 7

Khi muén luu, click File

Book
FILE HOME INSERT DATA REVIEW VIEW v EDIT IN EXCEL
alln — (] 0,
© |—_L| a6 Cut Calibri -1~ = == B Wrap Text Mumber Format - iy EEED EE 2
Paste E‘@ Copy B I UTD Merge & Center $ A ] Survey Format Insert  Delete
- - -~ asTable~ - -
Undo Clipboard Font Alignment Mumber Tables Cells
I
A B C D E F G H 1
2 STT |Tén nguoi ding Taikhoan |Pon vi/phong ban Bna chi Hé didu hanh CPU RAM
3 1
- 2
5 3
6 4
5
8 6
7

Click Save As
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© Save As

Info Where's the Save Button?

Open ﬁ Click here to learn about saving in Excel Online,

S5ave As
Print PA‘ Save a copy online.

Share

o IEI] Rename

Rename this workbook.

Help

Pién tén file, click Save. Néu tich chon Replace existing file thi néu dang luu
file trung tén vai file minh can ghi, phan mém s& x06a file dit liéu trén file cii va ghi vao
di liéu moi.

Save As X

Create a copy of this file in the same online folder.

Enter a narne for this copy:

Test1xlsx

] Replace existing file

Save Cancel

Néu mudn luu file vao may, Chon File -> Save as -> Download a Copy
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© Save As

Info Where's the Save Button?

Open @ Click here to learn about saving in Excel Online.

Save As
Print pd. Save a copy online.

Share
Rename

About EI]

Rename this workbook.

Help

Download a Copy

Download a copy to your computer.

Chon nhu hinh dudi

Opening Test1.xlsx

You have chosen to open:

Test1.dsx

which is: Microsoft Excel Worksheet (8.4 KB)

from: https//excel.officeapps.live.com

What should Firefox do with this file?

) Open with | Microsoft Excel (default) ~

(@ Save File

[] Do this automatically for files like this from now on.

- DK Cancel

Chon duong dan, nhap tén file, click Save
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& Enter name of file to save to... =

= v A Ii » ThisPC » Desktnpl v | Search Desktop 2
Organize « MNew folder = e
Outline ol Mame - Date modified Type
@ OneDrive 7 B Ngan hang Viet Mga - Shortcut 5/5/2016 2:09 PM Shortcut

# 9. Lilama - Shortcut 6/95/2016 5:26 PM Shortcut
v B This PC 7 10,365 VNPT - Shortcut 6/10/2016 8:54 AM  Shortcut
» [ Desktop L | 2016 - Shortcut 5/5/2016 200 PM  Shortcut
= Documents B Al¥ command.xlsx 6/12/2016 12:43 PM  Microsoft Excel W...
; Downloads 7| Cughang - Shortcut 5/5/2016 3:54 PM Shortcut
J& Music
=] Pictures
H Yideos
= Local Disk (C:) v < >
File name: “Test'l.xlsx w
Save as type:  Microsoft Excel Worksheet (*.xlsx) ~

» Hide Folders Cancel

Cho trong vai gidy, sau khi hién théng bao download finished, kiém tra thay file

testl da co trong may
" n L n b
Skype for LACVIET VMware L EXE Microsoft
Busines.., mtd Workstation Downlo...

= ¥ =

(= =

Control BB FlashBack  Snagit 10 IP Setting  Huong dan
Panel Pro 5 Recor... Editor Software su dung ...

7
Evernote Mo Start Battle.net
Firefou BlueStacks

Dé ma mot file trén Office 365, chon File -> Open -> Click vao file cin m&
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Open

Recent Documents

Test2 xlsx
cmchn-my.sharepeint.com » personal » ndhoang_cmchn_onmicrosoft_com » Docume...

Book.xlsx
cmchn-my.sharepeint.com » personal » ndhoang_cmchn_onmicrosoft_com » Docume...

Test1xlsx
cmchn-my.sharepeint.com » personal » ndhoang_cmchn_onmicrosoft_com » Docume...

B

Néu khong thay file d6 trong muc Recent Documents, click vao Open from
Onedrive for business dé tim file.

Excel Online

Recent New in & OneDrive for Business
Book1.xlsx —FET
cmchn-my.sharepoint.com = personal » ndhoa... MAKE A LIST
Test2.xlsx

cam o wars
cmehn-my.sharepoint.com = personal = ndhoa...
Book.xlsx
cmechn-my.sharepoint.com » personal » ndhoa...
Test1.xlsx
cmechn-my.sharepoint.com » personal » ndhoa... X
e ' New blank workbook Make a List

% of Income Spent  Summary

Manage My Money Personal Budget

‘& Open from OneDrive for Business

e |
CaciEaTOR o

Mg file tuong tng
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a5 Bookxlsx ==+ 20 minutes ago aa 842 KB

[ Bookl.xlsx *=+ fminutes ago aa 5.58 KB
fE Document.docx ==+ 3 days ago aa 143KB
% Documentl.docx s+ About an hour ago aa 146 KB
fE Document2.docx ==+ About an hour ago aa 144 KB
M= Hop dong Thue 03 nam ban quyen phan mem V3 17052016 (00.. === 3 daysago aa 284 KB
ME Quy trinh Cai dat Symantec Backup Exec 15-ver01.doc === 3daysago aa 4.25MB
M test.docx ==+ 3 days ago aa 11.3KB
@S| Testl.docx ==+ 33 minutes ago aa 147KB
|° @ Testlxlsx | ==+ 16 minutes ago aa 842 KB
A5 TestZ.xlsx s+ 7 minutes ago aa 842KB

Click Edit Document -> Edit in Browser

Test1 7 EditWorkbook=|! 4= Print & Share -
G H Edit in Excel
Use the full functionality of Microsoft
Hé diéu hanh CPU RAM Excel.
E@?‘ Edit in Browser
Make quick changes right here using
Excel Online,

4.10. Microsof Powerpoint online

Str dung Powerpoint Online, tai man hinh Dashboard, chon phan mém tuwong
ung.
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Office 365 ] ? Nguyen Hong Tam .

Xin ChélO 4 Cai dit Office 2016

Céc cai dat khac

SharePoint

Tai liéu tryc tuyén gan day clia ban

Dé tao mot file mai, chon New blank presentation

Recent New in & OneDrive for Business
Mext time you come back here you'll see
your list of recently opened documents.
GALLERY
AT OV R e VR
Mew blank presentation Gallery

ION Quotable

lon Boardroom Quotable

Nhap ndi dung
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HOME  [NSERT  DESIGN  TRANSITIONS  ANIMATIONS — VIEW  Telime
“D Copy = ELayout 2
=] Duplicate Slid,
Paste Format Painter | Delete | Mew = tpkeala s
) Slide 4] Hide Slide
Clipboard Delete Slides Font

A

Khi mudn Iuu, click File

" FLE | HOME  INSERT  DESIGN
ol
S [ 2 Copy
Paste Format Painter Delete
Undao Clipboard Delete

Click Save As

Router

wiSilicon

Switch

Translator

Stomlgo
P i ==
protoce! S5 e

EDIT IN POWERPOINT

[
Shapes Arrange

Paragraph Drawing

Icons: Cisco Products

Server

CiscoWerks
Waorkstation . % Switch
===—=all Cisco ColeriSubdued

Access
.ﬁ' Server
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- Hub Workgroup
I S

Voice-Enabled

e NetFlow =g O0SSLE
Router —=

TRAMSITIONS AMIMATIONS

ﬂ

S-Ilde

= Layout

1= Duplicate Slide

Slides

- Workgroup Cisco E
Director MeetingPlace 1
@ Ees PR
i Soft —
Mln-glm-m Based Router on
6 Wavelength Appliance File/Application
Router

VIEW



©

Info

Open

Print
Share

About

Help

Dién tén file, click Save. Néu tich chon Replace existing file thi néu dang luu
file tring tén véi file minh can ghi, phan mém sé& xda file di liéu trén file cii va ghi vao
dit liéu moi.

Néu mudn luu file vao may, Chon File -> Save as -> Download a Copy

Save As

Save As

*
PA Save a copy online.

Rename

Rename this file,

T Download a Copy
@ Download a copy to your computer.

- Download as ODP
-

Download a copy of this presentation to your computer as an ODP file.

Save As

Create a copy of this file in the same online folder.

Enter a narne for this copy:

Presentation Tesﬂ

D Replace existing file

Save

Cancel
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© Save As

Info Save As

*
Open PA Save a copy online.

Rename
N I
e :l Rename this file,
Share
About ﬁ Download a Copy
P

Download a copy to your computer.

Help

- Download as ODP
-

Download a copy of this presentation to your computer as an ODP file.

Chon nhu hinh dudi

Microsoft PowerPoint Online x

Your presentation is ready.

Click here to download your presentation.

Close

Chon Save File

72



Opening Presentation Test.pptx *

You have chosen to open:
Presentation Test.pptx

which is: Microsoft PowerPoint Presentation (116 KB)

from: https//cmchn-my.sharepoint.com

What should Firefox do with this file?

) Openwith | Microsoft PowerPoint (default) b

(@) Save File

[] Do this automatically for files like this from now on.

0K Cancel
',' Enter name of file to save to...
4 WM » ThisPC » Desktop N J] Search Desktop
Organize » Mew folder S
I This PC ol Marme ~  Date modified Type
I Desktop 7| 6. Ngan hang Viet Mga - Shortcut 535/2016 2:00 PM Shortcut
Documents 7 9 Lilama - Shortcut 6/5/2016 5:26 PM Shortcut
; Downloads a0 10,365 VNPT - Shortcut 6/10/2016 8:34 AM  Shortcut
. #1 2016 - Shortcut 5/5/2016 2:09 PM Shortcut
Jl Music . A
7 Cuahang - Shortcut 5/5/2016 3:54 PM Shortcut
[&] Pictures
B videos
e Local Disk (C3)
= DATA (D)
s SETUP (E)
LU T s v {

= E A [P resentation Test.pptx

Save as type: | Microsoft PowerPoint Presentation (. ppt)

# Hide Folders Cancel

Chon duong dan, dién tén file, click Save
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& Enter name of file to save to.., >

4 I. » ThisPC » Desktop v | [ Search Desktop 2
Organize = Mew folder == - 0
B This PC -~ Mame ~ Date modified Type
I Desktop 7 6. Mgan hang Viet Mga - Shortcut 5/5/2016 2:09 PM Shortcut
£ Documents # 0 9. Lilama - Shortcut 6/3/2016 326 PM Shortcut
a1 10. 365 VNPT - Shortcut 6/10/2016 8:54 AM  Shortcut
‘ Downloads
) a1 2016 - Shortcut 5/5/2016 2:00 PM Shortout
J’l Music o
s | Cuzhang - Shortcut 5/5/2016 3:54 PM Shortcut
&=/ Pictures
ﬁ Videos
=, Local Disk (C:)
- DATA (D)
& SETUP (E)
P | >
File name: v
Save as type: | Microsoft PowerPoint Presentation (*.ppt) w

» Hide Folders Cancel

Cho trong vai gidy, sau khi hién théng bao download finished, kiém tra thay file test1
da c6 trong may

e & 1
t’. w]

Control BB FlashBack  Snagit 10 IP Setting  Huong dan
Panel Pro 5 Recor... Editor Software su dung ..

Evernote Viozi Start Battle.net
BlueStacks

¥YVE P m

UniKey Freemnake TeamViewer Hearthstone Presentation
Video C... 11 Test.pptx

Dé mé mot file trén Office 365, chon File -> Open -> Click vao file can mo.
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©

Info

Open

Recent Documents

Presentation Test.pptx

cmchn-my.sharepoint.com »

Open

personal » ndhoang_cmchn_onmicrosoft_com » Docume...

Presentation.pptx

cmchn-my.sharepoint.com =

personal » ndhoang_cmchn_onmicrosoft_com » Docume...

Néu khong thay file d6 trong muc Recent Documents, click vao Open from

Onedrive for business dé tim file.

PowerPoint Online

Recent

§ Presentation1.pptx

cmehn-m;

point.com onal » ndhoa..

Presentation Tes

cmehn-my.sharepoi

ﬁ Presentation.pptx

emechn-my.sharepoint.com » personal » ndhoa..,

P
al » ndhoa...

New blank presentation

ION

lon Boardroom

& Open from OneDrive for Business

+ Add a place

M¢ file tuong rng:
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Get PowerPoint

New in & OneDrive for Business

|2 Sl AE O NS ]
Gallery Parcel
Quotable
Quotable Berlin
CROP CIRCUIT.

i
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A% Bookxlsx === About an hour ago aa 842 KB @ Only you
A% Book1l.xlsx =+= 37 minutes ago aa 5.58 KB @ Only you
= Document.docx =+» 3daysago aa 143 KB @ Only you
MZ Documenti.docx =+= About an hour ago aa 146 KB 8 Only you
= Document2.docx === About an hour ago aa 144 KB @ Only you
= Hop dong Thue 03 nam ban quyen phan mem V3 17052016 (00.. == 3daysago aa 284 KB @ Only you
||il!\ Presentation Test.pptx =+» 9 minutes ago aa 116 KB @ Only you
@4 Presentation.pptx == 16 minutes ago aa 116 KB @ Onlyyou
@4 Presentation1.pptx =+ 3 minutes ago aa 28.8KB @ Only you
M Quy trinh Cai dat Symantec Backup Exec 15-verQ1.doc ==+ 3daysago aa 4.25 MB & Onlyyou

Click Edit Document -> Edit in Browser

Presentation Test # Edit Presentation - @ Start Slide Show

g Edit in PowerPoint

Use the full functionality of Microsoft

PowerPoint.

Icons: Cisco Products p 1y Editin Browser

48 ke quick changes right here using
PowerPoint Online.

Workgroup Cisco

Director MeetingPlace E
Router Express
w/Silicon

Switch Network Software- e
Management | —; Based Router on
Wavelength Appliance File/Application
e d Storage Server
Solution
Engine TransPath
l l Protocol (SSE)
L Eamrs—os PC Router Bridge
Card
e CiscoWoaorks Workgroup

4.11. Cai dat Office trén dién thoai
* Cai dat trén Iphone: Mo App Store
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Tirn neyln ich ¥ Thial ti#

. e N |

Mhac Thi Lt Ghi o

Lt e I‘hu-nn Ehadn  Suehhoe

Cal dat
el ] :l‘l.llmi;l:ﬂru.—l-m.t"hrrﬂ' pp Ston
= .i— i B

.fﬁ

Safan Fast ook Déng b

Tim dén ung dung Microsoft Word, bam cai dat (Thuc hién twong tu dé cai
Microsoft Excel, Power point...)

Dang tim kiém... & 23:12 28% 0 )4

O, microsoft office [ x]

Microsoft Word
Microsoft Corporation :1}

Essentials

*ok ok ok (28)

Tuyét dep
Nhéat quan trén
moi thiét bi

w B © Q @

NGi bat  Bangxéphang Khampha  Tim kim  Ciap nhat
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Cho Word duogc cai dat xong, mo tng dung

Dang thm kifm_ = 2323 ot b S

@0 =™

Glad gyt Game Camber Willet oaks

a@@ﬂ

by tink I B4 sung

Tidr ich le Lich

a =

Werlh "llhul ..-"'_._,_iq__r‘.-l'_":
- [ = =)

Dids 1hani ET

Chon Bang nhap

Su dung Word Moi luc,
Moi Nai

(i)

A

bang nhap

Tao Tai khoan

Nhap tai khoan Office 365, chon Tiép
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Pang nhap

Nhap dia chi email hoac sé dién thoai cla
tai khoan ban muén str dung véi Word.

Nhap mat khau, chon Dang nhap

IJ Office 365

Tai khoan cg quan hodc trudng hoc

Dang nhap

Nhap ma Code gtri vé sb dién thoai, chon Diang nhap
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Pé ting cuding bao mét, chiing tdi can kiém
chirng thém tai khoan cua ban

Ban mudn ching t6i ki€m chifng tai khoan ctia
ban béng cach nao?

) L1 1]
L™
Nhin tin cho tdi theo s6 ...

Chiing t6i da giri cho ban mét tin nhan van ban
c6 kém ma kiém chiing.
586683

Bang nhap

Sau khi dang nhap thanh céng, cac tai liéu s& duoc dong bo theo tai khoan.

Tai khoan

0=
S st
EEE Ung dung Office

DICH VU DA KET NOI

OneDrive - CMC
a

H;\) SharePoint

<+  Thém mét Dich vu
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* Cai dat trén dién thoai Android

Mg trinh duyét, vao dudng dan https:/portal.office.com Pang nhap bang Tai
khoan Office 365

IJ Office 365

Waoark or school account

(J Keep me signed in

Nhap ma Code gtri vé dién thoai, chon dang nhap

] Office 365

For added security, we need to further verify
your account

How do you want us to verify your account?

Text me at +XX XXXXXX...

We've sent you a text message with a
verification code.

542123

Chon Get Office apps
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https://portal.office.com/

Get Office apps

Good morning, cmco

USE THE ONLINE APPS

¥~ OneDrive

§ Word

Chon ung dung can cai dat (Word, Excel...)

Office for Android
phone

Download Word, Excel, PowerPoint,
Outlook and OneNote applications
optimized for your Android™ phone.

EI Word Excel
PowerPoint m Outlook
@ OneNote

Chon Cai dit dé cai tng dung trén dién thoai

@
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Microsoft Word
Microsoft Corporation ¥

CAI PAT

Mua hang trong ung dung

2000C

Taixuong  527.8432  Nangsuat Lwachoncia Tuong
bién tap vién

Ung dung Microsoft Word chan thuc
danh cho dién thoai va may tinh
bang Android.

Cho trng dung Word cai dat xong, mé ung dung Word

0O

Trinh duyét Cong cu Lién hé

3

B2 M z ]
@ = e E o & n # o

1o o CED

& G

Thu muc Linh tinh Tin nhan

—wm (T -

Ung dung .. Word Siéu Anh c..

Chon Dang nhap
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] Office

Hoan thanh céng viéc moi luc,...

. .
......
------

bang nhap >
Dky mién phi >
Nhap tai khoan Office 365, chon Tiép
bang nhap

Nhap dia chi email hodc sé dién thoai cla
tai khoan ban muén st dung véi Word.
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Nhap mat khau, chon Dang nhap

] Office 365

Tai khoan co quan hoéc trudng hoc

e ]

Pang nhap Quay lai

Nhap ma Code gtri vé s dién thoai, chon Pang nhap.

Dé tdng cuong bao mat, ching t6i céan
kiém chirng thém tai khoan cua ban

Ban muén ching téi ki€m ching tai
khoan ctia ban bang céch nao?

Nhan tin cho toi theo ...

Chung t6i d& g cho ban mot tin nhan
van ban c¢é kém ma kiém chirng.

446308

bang nhap

Sau khi ding nhap thanh cong, c4c tai liéu s& duoc dong bo theo tai khoan
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Hudng dan st dung Office 365 (tai licu luu hanh noi bo cia NHG)

Gan day

HOom nay

Huong dan s...tren Iphone
L1
S D Ocuments

D ment
ocument
aaemtsss— > DOCUMents
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