Ma tai lidu:

TRUONG PAI HQC QUAN LY &

UMT"™ CONG NGHE TP.HCM Phién ban so:
Bién soan:
_ TalKQuCNTT TAI LIEU HUGNG DAN SU | Jh¢ duyét
Phong Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyét:
va Chuyén d6i so
TAI LIEU HUONG DAN SU DUNG
OFFICE 365
Nguoi bién soan Nguoi kiém tra Phé duyét
Chir ky
Ho tén Kim Pao Na Vy Nguyén Purc Tan Nguyén Ngoc Nguyén
guy
Pham Minh Dzuy
Chirc danh Nhan Vién Trudng Phong Giam Pdc
PHAN THEO DOI SUA POI TAI LIEU
L?}g#ﬁ n Ngay sua Muc stra Noi dung sura lai

Tai liéu nay chi du’qc st dung cho Sinh Vién tai Truong Pai Hoc UMT. Moi sy trich dan, chuyén
giao ra bén ngoai déu phai dugc su cho phép cia Nguoi Phé duyét.



Ma tai lidu:

i} TRUONG PAI HOC QUAN LY &
UMT"™ CONG NGHE TP.HCM

Phién ban so:

Bién soan:

Phé duyét:

Tai ligu CNTT TAI LIEU HUGNG DAN SU

Phong Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyét:
va Chuyén d6i so j

MUC LUC
Table of Contents
Lo IMIUC HCR 4
Il PRAM VI AP QUIE ...ttt e be et e e e e s seeste et e s re e teeneenneenrs 4
1. Gio6i thi€u tinh nAng OFFICE 365 ......cooiiiicie s 4
2. Huwong diAn CAI @it OFFICE 365 .........coiueeeiieieceeeee sttt es et es sttt en sttt esenneeeas 4
3. Huwdng din ding nhap Office 365 bang trinh duyft Web .............co.cooovvvvievieeiesrsesieeeeesieeennns 9
4. Hwéng din quan tri tai Khoan OFfiCe 365 ........co.ccoveveveieieceeeece e 10
4.1 Huéng din thay doi MAt KBAU.............c.cooevvevereieiceceeceeeee et 10
4.2 Huwomg dan JAy 120 MAL KDAU ...........o.ooovviieeiieeceeeeeeeeee sttt 12
4.3 Huéng din quan 1y thiét i CAI @fit...........co.covevveveveeeceececeeceee e 12
5. Huwéng din sir dung CAC tng dung OFfiCe 365 ..........covvuevrueieiceeeeee et 13
5.1 ONEDIIVE FOF BUSINESS.......cviiiiiiiiiiciiii e 13
5.1.1 GROT ERECU ...ttt b et e bt bR b et e e e be e ra et e nne e 13
5.1.2 CAC chirc nANg cla ONEDIIVE .......ooiiiiiiee e 13
5.L.3 CACKN ST AUINE ...t bbbttt bbbt b bbb n b e 13
5.2 IMHCIOSOTE SWAY ...ttt bbbttt bbbt bt bt et ettt e bbb nbeere s 22
5.2.1 GAGT tRIBU.......ooeeveeeeee oo eeeees e e eees e s e e s e s e s 22
5.2.2 CAC CNIIC NANG CUA SWAY.......oiuiiiiiiiiiieiieieieiee ettt sttt teaseese et e e e besteabesbesseanenneas 23
5.2.3 CACKN ST QUG ...ttt ettt b et s et et et et e e e e r e e s 23
5.2.4 C4c tai liéu va dwong linK tham KRAO............coccoiiiiiiii e 27
5.3 IMICIOSOTE FOIMIS. ...ttt 27
TR A ) 115 11 111 | PR UUR RPN 27
5.3.2 CAC chirc NANG CUA FOIMS......iiiiiiiiiii bbbttt 27
5.3.3 CACKN ST QUG ...t bbbt b et b et na s 28
5.3.4 Cac tai liéu va dwong liNnK tham KRA0............c.cccoiiiiiiiiiii e 34
5.4 MICrOSOTt ONENOTE. ..ottt 35
5141 GHOT CRERU. ...ttt b et b ettt ettt b et 35
5.4.2 Chirc nANE €A ONENOTE ......cuiiiiiiiiiii et 35
5.4.3 CACN ST AUIE ...ttt bbbttt ettt bbb ene s 35
5.5 MICIOSOFt PIANNET ......ocviiiiiiii s 47



Ma tai lidu:

i} TRUONG PAI HOC QUAN LY &
UMT"™ CONG NGHE TP.HCM

Phién ban so:

Bién soan:

Phé duyét:

Tai ligu CNTT TAI LIEU HUGNG DAN SU

Phong Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyét:
va Chuyén d6i so j

O.5. 1 GHOT tRECUL.......ooiiiiiee ettt e e r e r e 47
5.5.2 Chilrc NANE CUA PIANNET ........cciiiiiie ettt et e naesreesre e e 47
5.5.3 CACKH ST QUG ..ottt bbbt b e et b et e et 47
5.6 MICIOSOTE TEAMS ...ttt et bbb r et e 51
5.60.1 GHOT tHECUL.......ooiiiiiei et e e et et e s e e r e e r e nn e 51
5.6.2 Chirc nang ctia MICrOSOTE TEAMS .....ocuiiiiiiiiiiie e 51
5.6.3 CACN ST AUIIE ..ottt e st e e s et e et e e st e s be e teeneeareebeentenraesseenee e 51
5.7 MICroSOf WOKA ONIINE. ..ottt 55
5.8 MICroSOT EXCEl ONIINE ..o bbb 59
5.9 Microsof POWEIrPOINTONTINE ........coiiiiiiiiee e 62
5.10 Cai dt Office trén @i€n thoai.............cccoeoiiiiiiice e 66
5.10.1  Cal @At TN IPNONE ....ooiiiiie e 66
5.10.2  Cai dat trén dién thoai ANAroid ...........cocoe i 69



Ma tai ligu:

TRUONG PAI HQC QUAN LY &

Phién ban so:

L
UMT"™ CONG NGHE TP.HCM
Bién soan:
— Tai ligu ChNThT , TAI LIEU HUONG DAN SU | Phé duyét:
Phong Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyat:

va Chuyén d6i so

. Muc dich N
Giéi thiéu, hudng dan sinh vién tai Truong str dung c&c ung dung ctuia Office 365.

[1. Pham vi ap dung
Sinh vién duogc cap quyén sur dung Office 365 tai Truong UMT.

I11. N¢i dung
1. Giéi thi¢u tinh nang Office 365

Office 365 1a bo cong cu bao gém cac ung dung Word, PowerPoint, Excel, Outlook,
Teams, Sharepoint, OneNote, Planner, OneDrive... cho phép ngudi dung tiép can, trai
nghiém trén t6i da 5 may tinh va céc thiét bi di dong khac. Office 365 c6 tuy chon trién
khai méi linh hoat, ngudi ding c6 thé chon dé cai dit cac tmg dung vao may tinh hodc co
thé sir dung nén tang web truc tiép tir trang https://office.com

2. Hwéng dan cai dat Office 365

C6 thé chay Office 365 trén nén tang web hodc cai dat Office 365 vao may tinh. Cuy thé
nhu sau:

Budc 1: Truy cap vao https://office.com nhap tén tai khoan va mat khiu duoc cép va
nhan Sign in dé dang nhap.

+

ginmecrosolonline.com

umT™

€ student1@st.umt.edu.vn

Enter password
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DUNG OFFICE 365 Ngay duyét:

- Bude 2: Nhin Install Office, chon Office 365 apps phia trén g6c phai trinh duyét.
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- Budc 3: Nhin Save dé tai tap tin cai dit vé& may tinh (co thé tuy chon dudng dan dén thu
muc dé luu tap tin).
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Budc 4: Chay tap tin OfficeSetup vira tai vé dé tién hanh cai dit Office 365

Home Share View Application Tools

[l 5
&« v s 4 ThisPC 5> Downloads >
1 Officesetvp ~=otuNi
3 Quick access
Compressed
I Desktop Documents
* Downloads Music
= Documents Programs
= Pictures Video
OneDrive
@ OneDrive
3 This PC
¥ Metwork

Budc 5: Tién trinh cai dit duoc Office 365 tu dong thuc hién.

] Office

CEE®E
B alkE

Installing Office
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Budc 6: Cai dit hoan tat. Nhan Close.

] Office

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

Budc 7: Sau khi cai dat xong, md mot ing dung bat ky, co thé 1a Word, Excel hoic
PowerPoint déu dugc. Office 365 s& yéu cau kich hoat ban quyén. Nhép tén tai khoan da duoc cap
va nhan Next dé tiép tuc.
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Budc 8: Cira s6 ké tiép nhap tén tai khoan, password va nhan Sign in dé dang nhap kich hoat.

umT*

& student1@st.umt.edu.vn

Enter password

Forgot my password

Budc 9: Sau khi kich hoat thanh céng, nhin OK dé tiép tuc

Account Updated = =

This computer has been added to your account.
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3. Huéng din ding nhap Office 365 bing trinh duyét web

Mo trinh duyét, vao link https:/office.com ding nhap bang tén tai khoan va mat khau
da duoc cép.

+

& loginumicrosoftonline.com

umMmT™

« studentt@stumt.eduwn

Enter password

Sau khi dang nhap thanh céng, man hinh Dashboard hién ra vgi cac tinh nang sir
dung Office 365 nhu bén dudi:

Office n
f
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4. Hwéng din quan tri tai khoan Office 365
4.1 Huéng din thay d6i mat khau

Dé thay d6i mat khau hién tai, chon Settings (1), roi chon Change your password (2) theo

thir ty nhu sau:

A :

Settings

Good afternoon install Office

Other
E
e Themes

[
“ — 2.4 -
L
. Rl YT
> T

&

Langusge and thme zone
@
@ Quick access Dark Mode L

m (© Naconthy opered &8 Shared O Favorie T Upload
@ Password
(L) -

R
- Contact prefevences

Nhép céc thdng tin Old password (Mat khau cii), New password (Mat khau muén doi),
Confirm new password (X4c nhan mat khdu mudn d6i) va nhan Submit.
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Change password

Strong password required. Enter 8-256 characters. Do not
include common words or names. Combine uppercase
letters, lowercase letters, numbers, and symbols.

User ID
Student1@st.umt.edu.vn

Old password

Create new password

Password strength

Confirm new password

11
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4.2 Hwéng din iy lai mat khiu
Khi quén mat khau ma hé thong tra vé “We don’t recognize...” tic 1 ngudi dung di
nhép sai tén tai khoan hodc mat khau. Néu khong nhd mét khau dang nhap nguoi dung vui long
lién hé v6i IT cia Trudng dé 1ay lai mat khau.
4.3 Huwéng din quan ly thiét bi cai dat

4.4 Nhin vao tén tai khoan ¢ gdc trén bén phai Dashboard (1), chon View account (2)

1 @»
[,
Good morning, Student!
Stucdent
. ®©
i
&
-
. g ™~
@ b
-
=h
NoO recent content
[ "
Man hinh quan ly tai khoan xuat hién
UMT "
e I F 1 etur Priva

. 4 Q e
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5. Huéng din sir dung cac ing dung Office 365
5.1 OneDrive for Business
5.1.1 Giéi thiéu

OneDrive 14 dich vu luu trir ddm mdy c6 thé hoat dong trén nhiéu hé diéu hanh.
OneDrive for Business cung cip cho ngudi dung 1 TB lwu trit dit liéu, hd tro lwu toan bd hinh
anh, video va cdc tai li€u quan trong tai mdt khong gian, déng thoi ¢6 thé truy cap dir liéu tir
nhiéu thiét bi nhu may tinh, may tinh bang, dién thoai chay trén cac hé diéu hanh nhu Windows,
Mac, Windows Phone, iOS, Android va Xbox.

Ngudi sir dung OneDrive c6 thé cong tac truc tuyén voi 5 ngudi cing luc théng qua tinh
ning Office Online dé d& dang chia s¢ va lam viéc cling nhau trén Word, Excel, PowerPoint,
tham chi la OneNote Online.

5.1.2 C4&c chirc ning ciia OneDrive

- Upload téap tin va thu muc.

- Download tap tin va thu muc.

- Chia sé tap tin va thu muc.

- Cho phép nhiéu nguoi ding tuong tac trén 1 tap tin cung thoi diém.
5.1.3 C4ch sir dung

* Upload tp tin va thw muc: vao trang chu https:/office.com, ding nhap vao hé thong
bang tai khoan Office 365.

Sau d6 chon OneDrive --> Pay la noi chira cac tap tin Word, Excel, PowerPoint...
Khi luu true tuyén va céc tap tin duge nguoi dung upload 1&n Cloud.

i1 —— @ Office - e} ® 7
Apps .Q =
o - s
Ol o x Name Modified Mocidied by Shasing
@ cowervinn G Snenon
S o & o
@ o )
| JEI B o
I wpp
Documents
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Dé upload dir liéu 18n OneDrive, nhin Upload --> ¢d 2 liwa chon Files hoidc Folder

Pham Minh Dzuy T Upload v 3 Syne $f Automate ~ I Sotv =~
B3 My files [

Recent My files Folder

& Shared

Name ~ Modified ~ Modified By ~ File size ~

&0

Recycle bin

Quick access

o ’ >
® &1 i o Beinast v 3 S Automate IF Sort v =V
T 0
, S :
™| o
¥ O | |
e [
& v F—
4 Docurven
e LS
Prp O
-
»
- 13
-
-
e prov
LS ] o

Thoi gian upload tity thude vao dung lugng tap tin va toc do duong truyén. Sau khi upload xong,
tap tin mai s€ dugc nhin thay trén OneDrive
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Pham Minh Dzuy T Uplead « 2 Syne #1 Automate v I¥ Sort v

B3 My files

& Recent My files

#  Shared
7 Name - Modified ~ Medified By ~ File size ~

I 0l.png I A feaw secands aga ham Mah Ozuy 37.5 KB

& Recyde bin

Quick access

* Download tap tin va thw muc: Chon dén tap tin/ thu muc can download tir OneDrive
r6i nhdn Download

Pham Minh Dzuy & Share & Copy link + Download . I Sort v X 1selected =

1 My files @

-

W Recent My files
gt Shared
Sos Name ~ Modified ~ Modified By ~ File size ~
W Recycle bin
® 0l.pnyg 1= A few szconds ago Pharm Minh Dauy 675 KB

Quick access @

* Thuce hién tuong tu cho céac tac vu Copy Link, Delete, Move to, Copy to va Rename.

* Quan ly tap tin va thu muc trong OneDrive: dé tao mdi, chon New --> c6 thé tly
chon tao mdi Thu muc hoac céc tap tin Word, Excel, PowerPoint...
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OneDrive
Pham Minh Dzuy + New v ¥ Share @ Copylink | Download I= Sot » X Vselected =
£ My files Fokder
D Recent o |Word document
#*  Shared 8- |Excel workbonk
= Modified ~ Modified By ~ File size =
& Recyde bin B |PowerPoint presentation
v A Jow secoods ago Pham Minh Dzuy 87548

@ | [OneNote notebook

Quick access o |[Forms for Excel

o Visio drawing

Link
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* Chia sé tap tin va thw muc: Dé chia sé tap tin hay thu muc, chon Share

--> Pién email cuia ngudi muon chia sé tap tin hodc thu myc.

Send link

01png

ILE’-';J People you specify can edit ] @

Pse < |@)

Add anothes

Message @

Copy link

{é] People you specity can adit

g~

Vi Can edit

Make arry changes

pred Can view

CArmo! make changes

& Link settings

Chon Can view néu mudn ngudi dugc chia sé chi 6 quyén doc tap tin, chon Can edit
néu mudn nguoi d6 c6 thé chinh sira tap tin, sau d6 nhan Send.
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* Xem thw muc tai khoan dwoc chia sé: dé xem thu myc ngudi khac chia sé cho minh,
nhén Shared, chon Shared with you. Khi d6 s¢€ théy duogc tap tin/ thu muc duoc chia s¢, thoi
gian dugc chia sé va nguoi chia sé.

OneDrive
Pham Minh Dzuy Shared with you| Shared by you I Sorty = v
8 M.V files (L) Popular around you Pees will appear here as others share and collaborate on Hies
D  Recent
£ Shared Shared with you
T Recycle bin

& 0 Name ~ Date Shared | ~

Quick access WOMAN'S DAY

* Cung 1am viéc trén tap tin: trong tic 1a tinh ning n6i bat cua Office 365. Trén mot
tap tin dugc chia sé, nguoi dung khong can phai guri tai liéu qua lai bang mail. Nguoi ding c6
thé dé dang thém, tra 101, theo ddi va cap nhat tai liéu trén mot phién ban. Cac tap tin ludn duoc
cap nhat, vi vdy moi nguoi déu duge tiép can vai phién ban c6 ndi dung méi nhét. Office 365
hd tro toi da 05 ngudi cing 1am viée trén 1 tap tin cing mot thoi diém. Cac budce thyc hién:

Budc 1: Tai khoan A chia sé cho tai khoan B tap tin Bia phan trang.docx

Pham Minh Dauy Shared with you  Shared by you " Sart
3 My Nes

D Recent ;= OU phan trang. docx

& Shared

& Recycle bin

Quilck accoss
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Budc 2: Tai khoan B chon tap tin cAn chinh stra --> nhin chudt phai, chon Open -->
Open in browser.

: OneDrive
#ham Minh Ozuy pen Share & Copy fink ¥ Downlosd X Rernowve fram shared st Y sebeciny v
B3 My Hes @ @
o n'.‘“‘ o 77
& Recent ° [v] < = -
Drwimw e in
& Shaed
Re @
Py Sk

o

Quick access

Budce 3: Khi tai khoan B tuong tac trén tap tin Bia phan trang.docx sé hién tai khoan
dang tuong tac va tinh trang (tap tin da duogc luu hay chua).

1 Word  Bizphao trang & - Sau @ (e

MUC LUC

Pong bd OneDrive véi may tinh ca nhan:

- Download tap tin cai dat:

Truy cap duong link https://www.microsoft.com/en-ww/microsoft-365/onedrive/download

19
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=- MiCrOSOﬁ I Microsoft 365 OneDrive SBusiness Pians and pricing More All Microsoft /':-‘

Download
OneDrive

It you have Windows 10, OneDrive is already
instalted on your PC if you're using another
version of Windows, install OneDrive to get
started

Download E——

Chay tap tin vira download vé.
Dang nhap bang tai khoan Office 365

& Microsoft OneDrive x

Set up OneDrive

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

)
,'Jl \

‘ |Enter your email address

Email address

‘ Create account

20
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Sau khi dang nhap bang ¢ may tinh xut hién thu muc OneDrive — XXXXXX tuong tu nhu
OneDrive trén giao dién web.

OneDrive - Truong Dai Hoc Quan Ly 8 Cong nghe TPHCM
Home Share View

[l =
« ¥ 4~ @ » OneDrive - Truong Dai Hoc Quan Ly & Cong nghe TFHCM
Mame Status Date modified Type Size
v g Quick access
Attachments ] File folder
[ Desktop ) )
Recordings [a} File folder
¥ Downloads UMT fa) File folder
|| Documents
= Pictures
OneDrive

» @ OneDrive - Truong Dai I

& This PC

=¥ Network

* Luwu y: Mbi tai khoan OneDrive duoc sir dung 1 TB dit lidu va dé str dung téi da tai
nguyén trén OneDrive ta c6 thé cai dat cho mot sé thu muc chi dinh dong bo hodc khong
ddng bd v6i may tinh ca nhan nhu sau:

Chon tab Account --> Choose folders --> Chon hodc bé chon céc thu muc can dong
bd, sau d6 chon OK

@ OneDrive - Truong Dal Hoc Quan L@ ﬁ?}

© Your files see synced
=
8° Send feedback

C) Get help

%? Ma oe

() Pause syncing

3% eDrive
—

(=)

Recycle bin
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Ma tai lidu:
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N A Phién ban sb:
UMT"™ CONG NGHE TP.HCM on ban 50
Bién soan:
- Tai ligu ChNThT , TAI LIEU HUGNG DAN SU | Jh¢ duyét
ong Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyét:
va Chuyén d6i so
& Microsoft OneDrive & Microsoft OneDrive

Settings Backup Metwork Office  About

OneDrive - Truong Dai Hoc Quan Ly & Cong nghe TRHCM (dzur

Choose folders

2.4 GB of 5,120 GE doud storage used | Add ar

Manage storage  Unlink this PC Choose what you want to be available in your "OneDrive - Truong Dai Hoc Quan Ly
& Cong nghe TPHCM" folder. These files will be available on-demand. Unselected

Llocation is synding folders will be hidden from File Explorer.

OneDrive - Truong Dai Hoc Quan Ly Cong pahe TPHCM

0 KB used on this PC Choose folders I Make all files available

Or make these folders visible:

Files not in a folder {28.9 MB)
> 0 Attachments (530.6 KB)
> Z Recordings (2.0 GB)
> 0 UMT (3787 MB)

OK Lecation on your PC: C\Users\user\Desktop\ OneDrive - Truo...
Selected: 2.4 GB -CanCl-ﬂ -n.

5.2 Microsoft Sway
5.2.1 Gi6i thiéu

Sway 1 cong cu gitip ngudi dung tao ra va chia sé nhitng ndi dung trinh chiéu truc tuyén.
Sway dugc xem 1a phién ban cai tién ctia cong cu thuyét trinh ndi tiéng PowerPoint. Sway dugc
thiét ké t6i wu cho viéc trinh chiéu va chia sé dir liéu véi nhiéu nguoi ding cuing ldc.

Sway ¢6 thé tao nhitng ndi dung trinh chiéu bang nhiing thao tac kéo/ tha truc tuyén.
Sau khi hoan thanh, cac noi dung trinh chiéu s& dugc luu trir trén nén tang dién toan dam may
(Cloud). Nguoi ding c6 thé chia sé véi moi nguoi xung quanh thdng qua cac mang x4 hoi hodc
nhdng vao web.

Sway c6 thé duoc nhap dudi nhiéu dang dit liéu: vin ban, hinh anh, video cho dén nhiing
doan tweet trén Twitter. Sway ciing tu dong diéu chinh bd cuc cho phut hop voi nhiéu loai thiét
bi khac nhau tir may tinh, TV man anh rdng cho tdi may tinh bang, smartphone...

Sau khi hoan thanh noi dung trinh chiéu, nguoi ding c6 thé chia sé ngay 1én cac mang
x hoi nhu Facebook, Twitter, guri lién két qua email hodc nhiing vao trang web yéu thich. Pac
biét, ngudi xem c6 thé chia sé hodc twong tac truc tiép véi cac ndi dung trinh chiéu. Céc hiéu
lg cua Sway ciing dep mat khdng kém gi PowerPoint.
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UMT"™ CONG NGHE TP.HCM on ban 50
Bién soan:
- Tai ligu ChNThT , TAI LIEU HUGNG DAN SU | Jh¢ duyét
ong Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyét:

va Chuyén d6i so

5.2.2 C4&c chire niang cua Sway
- Tao slide m¢& dau.
- Tao slide noi dung.
- TOy bién, hoan thién slide.

- Chia sé slide.

5.2.3 Cach sir dung

* Tao slide mé dau: vao trang chu https:/office.com, dang nhap vao hé théng bang
tai khoan Office 365, sau d6 nhan chon Sway.

. @ Office £ Search

Apps

ﬁ Outlook ‘ OneDrive
m Word @ a Excel

Q PowerPoint m OneNote
@ SharePoint ﬁ Teams

m Sway w Forms

m Yammer ’ Power Autom...
' Planner a Delve

All apps

Shared Y7 Favorites f

g

Documents g

New
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A 1 Phién bén s6:
UMT"™ CONG NGHE TP.HCM on ban 50
Bién soan:
- Tai ligu ChNThT , TAI LIEU HUGNG DAN SU | Jh¢ duyét
ong Cong nght thong tin DUNG OFFICE 365 Ngay duyét
va Chuyén d6i so
Nhén New blank Sway.
Sway 2 Ssarch (= 13 ? ':l—l ;I

New
1-:' Heude templates
oY
Blog [Enhanced

New blank Sway Start from & document

ard

3
®

DIY project

R
A5T

Nhén Insert (1) chon anh nén chu dé cia ndi dung trinh chiéu hodc kéo tha hinh anh tha
vao Storyline. Thuc hién theo thir tu nhu hinh duéi.

Trong do:

(2) hinh dai dién cho chu dé.
(3) chu dé bai giang.
(4) tim kiém anh qua Internet.

(5) m¢é thém slide mai.
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A 1 Phién ban sb:
UMT"™ CONG NGHE TP.HCM on ban 50
Bién soan:
- Tai ligu ChNThT : TAI LIEU HUGNG DAN SU | Jh¢ duyét
ong Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyét:

va Chuyén d6i so

Nhén Play dé chay slide, Nhan Esc dé quay tré lai man hinh chinh stra.

Storytine i gr ’ = mesn

* Tao slide ndi dung: Tao phan ndi dung chinh cho néi dung trinh chiéu. O ngay bén
dudi khung tiéu dé c6 dau + mau xanh, nhan vao diu + roi chon Heading. Heading ¢ day chinh
1a tidu dé cho mot slide nho trong bai giang. Tao xong heading roi tao dén ndi dung mudn trinh
chiéu nhu trong hinh minh hoa bén duéi theo cac cong cu duge md ta nhu sau.
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M3 tai lidu:

L TRUONG PAI HQC QUANLY & .
N . v Phién b :
UMT"™ CONG NGHE TP.HCM o0 >an %0
Bién soan:
__ Tailigu ChNThT : TAI LIEU HUGNG DAN SU | Jh¢ duyét
Phong Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyét:

va Chuyén d6i so

Tiép tuc thém nhimg heading khac va ndi dung khac cho dén khi hoan tit noi dung trinh chiéu.

| e B : ” RS r Y
P Details E Emphasize A pe= 2= 405 @ Focus Points . O L[:]J @
Test! ' ‘ ‘ ’ '
indam In nghiéng Bdnh Chén link Xéa ndi
ddu/ s6 dung vira
dau dong nhap

° ~elifmm Thém ndi dung méi

* Tuy bién, hoan thién
- Dé chon phong cach va hiéu tng chuyén canh mot cach thu cong, nhan Design, sau d6
nhan Styles dé tiiy chon. Chon xong nhén Play dé xem thir.

- Dung nat Remix, Sway sé& ty dong chon cac bo két hop gitta hiéu tng chuyén canh,
font chir va tong mau khac nhau.

Customioe your Swary with Qusbom
ol typograptty a0 tectures

Abe Abc
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e TRUONG PATHQC QUANLY & - =
UMT CONG NGHE TP.HCM :
Bién soan:
— Tai ligu ChNThT , TAI LIEU HUONG DAN SU | Phé duyét:
ong Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyét:
va Chuyén d6i so

* Chia sé

Dé giri link n6i dung trinh chiéu nay cho ngudi khac, nhan vao nit Share nhu trong hinh
dudi, sau d6 1y link. C6 thé chia sé 1én Facebook, Google + va nhiéu mang xa hoi khac.

we

O ve

N

™

>

N O OF

‘i
ne

-

</»  Cat embed code

Reset the Share temengn

AbC \he Abc

5.2.4 CAc tai liéu va dwong link tham khao

Duéi day la cac link tham khao, dé hoan thién noi dung trinh chiéu tét nhat:

https://sway.com/WEK9vynxN7Pv4UGR

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

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

5.3 Microsoft Forms

5.3.1 Gi6i thi¢u

Microsoft Forms la mdt img dung ctia Microsoft c6 trong by Office 365. Microsoft
Forms dung dé tao ban khao sat dung dé thu thap thong tin, v kién, Microsoft Forms c6 thé
tao nhitng bai kiém tra, d6 vui (Quiz) sir dung trong giang day.

5.3.2 CA&c chirc ning cia Forms

- Tao lap Forms.

- Thiét lap Forms.
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Ma tai lidu:

TRUONG PAI HQC QUAN LY &
UMT"™ CONG NGHE TP.HCM

Phién ban so:

Bién soan:

Tai lieu CNTT Phé duyét:

TAI LIEU HUONG DAN SU

Phéng Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyet:

va Chuyén d6i so

5.3.3 C4ch sir dung

* Tao 1ap Forms: vao trang chu https:/office.com, ding nhap vao hé thong bang tai
khoan Office 365, sau d6 chon Forms.

- g £a
Forms Search ¢

e
@ - °
A
[ | C —
No recent online Office documents

aborate with others To get started, create a new

(‘ . documnent or drag it here to upload and oper

Nhén vao New Quiz

Forms 0 saarch =3

+ Newauis |- B

@ Pinned Shared with me

.

L Y

.
| Q
. ‘
N
NO recent ‘IH""VJ'I" gocument

Share and coflaborate with others To get started, create a new

ument or drag it here 1o upload and oper

{::
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Ma tai ligu:

L 7
\ ) Phién ban s6:
UMT"™ CONG NGHE TP.HCM on ban 50
Bién soan:
- Tai ligu ChNThT : TAI LIEU HUGNG DAN SU | Jh¢ duyét
ong Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyét:

va Chuyén d6i so

Nhan vao Untitled quiz, dién cac thong tin can thiét vé tén (1) va mo ta (2).

Nhéan Add new, Microsoft Forms cho phép ta chon nhiéu loai cdu hoi nhu hinh duéi.

Untithed quiz - Seved)

Questions

Untitled quiz

B —=—

S Proview %mrm«- Collect responses

Responses

Untitted quiz -~ Ssved

Questions

Untitled quiz
- ® Chowe I 1 Text l ¢y Ratng l £ Date ] I

T Preview QT'\Q'I\F Collect responses

Rasponses
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va Chuyén d6i so

Choice: Phuc vu cho cac cau hoi dang Multiple choices hoac cau hoi dang Check-box.
Nhap cau hoi can hoi (1). Chon hinh anh mudn xuat hién trong ciu héi (2). Nhép céac lya chon
tra 101 bén duéi. Dé thém lya chon, nhdn Add option (3). Cho phép ngudi tra 16i chon nhiéu
cau tra 1oi, bat Multiple answers (4). Néu mudn ciu héi ¢ dang bat budc thi bat Required
(5). Nhan n(t ... (7) dé co cac tuy chon khac nhu Subtitle, Shuffle options. ...

Untitled quiz

Text: Phuc vu cho cac cdu hoi dang Tu ludn. O ddy Forms hd trg Long answer (1) duoc
ding cho céc cdu tra 101 dai nhu viét doan vian. Ngoai ra, c¢6 thé nhan ... (2) dé c6 thém céc tiy
chon céu tra 16i chi chira s6, thda man cac diéu kién, giéi han...

7 n

Untitled quiz
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' A A Phién ban sé:
UMT"™ CONG NGHE TP.HCM on ban 50
Bién soan:
- Tai ligu ChNThT : TAI LIEU HUGNG DAN SU | Jh¢ duyét
ong Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyét:

va Chuyén d6i so

Rating: Phuc vu cho cac cau hoi vé danh gia theo cac mirc 46 1-10 (1). Microsoft
Forms hd trg biéu twong hinh sao (Star) hodc sé (Numbers) cho loai danh gia nay (2). C6
thé nhan ... dé c6 thém lua chon dinh nghia muc 1 Star/ 5 Star va chirc ning khac (3).

Questions

Untitled quiz

N IBE=—V

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

— v
Untitled quiz
« IR v
L] |
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Ma tai ligu:

Phién ban so:

CONG NGHE TP.HCM
Bién soan:
- Tai ligu ChNThT : TAI LIEU HUGNG DAN SU | Jh¢ duyét
ong Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyét:

va Chuyén d6i so

Nhén Preview dé xem lai Form

Quettions

Untitled quiz

.

i

Nhan Theme néu ta c6 mudn thay ddi giao dién

Untitled quiz
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Bién soan:
- Tai ligu ChNThT : TAI LIEU HUGNG DAN SU | Jh¢ duyét
ong Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyét:

va Chuyén d6i so

* Cai dat cho Forms: sau khi soan thao xong forms, c6 thé nhan vao “...” va chon
Settings dé tuy bién.

Untitled quiz

Phan Who can fill out this form dé kiém soat xem ai s& c6 thé thao tac trén Form nay.

o«
Untitled quiz
~ ® on
vy . -
-]
" -

- C6 2 lya chon: Only people in my organization can respond la ngudi trong t6 chirc
(c6 email @st.umt.edu.vn) va Anyone can respond |a bat ky ai c6 link nay.
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Untiiod Quar « S

Settings
- @
Untitled quiz
Whe t f
o= [
.
. ¥
Options for resp -
B Aot .

Phan Options for responses:

+ Accept responses: Lua chon nay cho biét Form c6 thé nhan phan hoi khong. Diéu
nay c6 nghia 12 ta c6 thé tao Form truéc, nhung khong cho ngudi xem tra 151 Form.

+ Start Date: Thiét 1ap ngay bat dau cho tra 15i Form.
+ End Date: Thiét lap han chot cho Form.
+ Shuffle questions: Sap xép cau hoi theo thir ty ngau nhién mdi lan vao Form.

+ Customize thank you message: Soan ndi dung cam on nguoi lam khao sat

5.3.4 CAc tai liéu va dwong link tham khao
https://support.office.com/en-us/forms

https://www.youtube.com/playlist?list=PLOLULDZ8T3gR5UV3 m7Lcc4wUl
Qwz8HsX
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. L Ma tai liéu:
. TRUONG PATHQC QUANLY & - =
UMT CONG NGHE TP.HCM :
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= Tai ligu ChNThT : TAI LIEU HUONG DAN SU | Phé duyét:
ong Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyét:
va Chuyén d6i so

5.4 Microsoft OneNote
5.4.1 Giéi thi¢u

OneNote nhu mot quyén sb tay 14 noi c6 thé luu trit thong tin va cac ghi chi — moi thu
can ghi nhé va quan ly.

OneNote dé sip xép, chia sé va co kha ning tim kiém nhanh.
5.4.2 Chirc nang ctiia OneNote

- Tao hodc chén thong tin vao so tay.

- Cong tac véi ngudi khéc trong sb tay ding chung.

- Phan biét ndi dung ghi chl bang cach sir dung thé va td sang.

- Truy nhap thong tin, dir liéu cap nhat tir hau hét moi thiét bi.

5.4.3 Cé&ch sir dung
Giédi thiéu co ban giao dién lam viéc:

\rersed page - Crwhlate

-~ adil Fage
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- Tai ligu ChNThT : TAI LIEU HUONG DAN SU | Phé duyét:
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va Chuyén d6i so
I om 1 st Seview View k! 1
= - G L00s - = _M B
;v:. .'m‘m P4 <,: ; 1 ;.r\ N:.;:,A%I.M '.,‘;::,_. ¥ Nyt 4
p.! Pham @ Work jl P Secnon | P Saction View Secton 1 ’ I 3

Thes helebaet, sign i 1o Osetonte

ot A begm

- (1) Thanh céng cu Ribbon gém céc chirc nang chinh cho soan thao ghi ch.

- (2) Danh séach céc s6 tay (Notebooks) d tao.
- (3) Céc phan trong sé tay (Sections).
- (4) Khung tim kiém trong trang hién tai hodc tat ca cac s tay cing lic.
- (5) Thém mot trang méi (Page) trong so tay (Page nam trong Sections).
- (6) Vung soan thao ghi chii trong so tay.

Tao méi mdt Notebook (S6 tay):

Budc 1: Nhan File --> New
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ST—
New Notebook
P — 2

Budc 2: Chon noi c¢6 thé luu Notebooks (Vi du: OneDrive) hodc trén may tinh c& nhan
(This PC).

Budc 3: Sau khi luu thanh cong, sé thdy Section méi dugc tao.
S

&Votebooks

Notes 1 +
5 .

New Section 1
N = Notes 1 ’ Wednesday, May 24, 2017

[ 4]
>
fry
T
<
m

CAng viéc A

Lich hop
Lich cong tac
Lich nghi phép

Mic dinh section m&i 1a trang trang, néu thich trang tri c6 thé chon cac mau c6 san trong
mot trang méi bang cach chon Insert -> Page Templates
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Phién ban so:

CONG NGHE TP.HCM

Bién soan:
- Tai ligu ChNThT : TAI LIEU HUGNG DAN SU | Jh¢ duyét
ong Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyét:

va Chuyén d6i so

NOtebooks Wit 1 e | ~ )
- e Y
| sam=m
Mos oo Nitle
= NS S L page
Toduy's Tapicn Assrmpn gl I e b
2 3 .
tasmans s 2
Piet
Wi
SSSA Do 01 e wtne
Po— .

Thém Section va trang (Add page):

- Section trong OneNote giéng nhu cac thé mau chii dé trong so tay gidy. Khong nhu
gidy, OneNote cho phép tao ra nhiéu section trong mot sb tay (Notebook). Dé thém Section ta

thuc hién nhu sau:

Budc 1: Click chudt phai vao bat ky thé ndo (section) trén ciing caa trang chon

New Section

Théng tin lich |

Draw History Review View
il [t N == [ »] jrr s f
3 [ | |51] M ﬂ‘-‘ J o | «1 o= " -
¥ = | = v 38 o+ 0O 48 =8 Yo *e e
Insert  Table File File Spreadsheet  Screen Pictures Online  Online  Link  Record Record ]
Space Y Printout Attachment v Clipping Pictures  Video Audio Video
Insert Tables Files Images Media Link Recording
Notebooks ¥ P ch cong ng
e @ - e
o B
s Lt A . 2 % Pxport..,
Chi tiét lich nghi | ;
m New Section 1 . g I % Delete
Notes 1 Wednesday, May 23, 2017 6 _
. = Moveor Copy...
) COng VIEC » ‘:_\.‘“\, Merge into Another Section,
& S = -
m Lich hop f:.:‘, Copy Link to Section
Lich cong tac
’ ¢ =
Lich nghi phép — ﬁ
7 New Section Group
Password Protect This Section...
Section Color »

Pé thay doi vi tri giira cac

Budc 2: Nhap tiéu dé cho section méi va nhan Enter.
section, nhan gitr chudt trai vao mot Section bat ky va kéo dén vi tri mong mudn.

- Trong mot section ¢ nhiéu trang (Page) tly nhu cau ngudi st dung va muc

dich cong viéc. Dé thém trang 1am nhu sau:
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Budc 1: Nhin vao Add page (1) nam phia bén phai trang

Notebook LR 1 R TS I A PR e R 1 »-

= _ . [ Théng tin lich hop chi tigt J 2 2 »

Budc 2: Nhép tiéu dé vao phan Header (2) cho trang sau d6 nhan Enter. Dé thay d6i vi
tri giita trang, nhan gitr vao trang bt ky can thay d6i va kéo dén vi tri mong mubn.

Nhip hodc x6a ghi chd, gan thé cho ghi cha:

- OneNote cho phép chon bt cir noi nao trong khung soan thao (1) va bat dau nhap
dit licu 2), (3).

- Nhén giir chudt trai mii tén mau xam nhu trong hinh va di chuyén dén vi tri mong
mudn (4).

— .' <7 ” 7 [ | Pye—" p— ~e vt e e

e T T P

Thang tin ich hop chi tide
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ong Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyét:
va Chuyén d6i so

- X6a ghi chu

Notebooks

]

P
— @
m New Section 1
mn Notes |
Quick Notes

\' Cdong viéc

Sary

Lich hop

Lich cdng tac

Lich nghi phép
New Section |

Lichhop Lichcéngtic  Lichnghiphép | New Section 1

+
A : . Yt WOy 3
Thong tln I!Ch Calibi - 11~ fZI- ’ ii“ 7
Wednesday May24.2007 | g " y - A-IE- (- ¥ X
r

Nhapoldangighie % ¢4

Copy

C2)

- Sir dung cac cong cu vé trong thé Draw dé vé trong ghi chl hodc sir dung cac
db6i twong ¢6 san trong cong cu Shapes (1)

Théng tin lich hop chi ti&

OneNote

Lich cdng tac
Lich nghi phép
New Section 1

A { 3 g B L o
¥ | 3 I - i i : 1 b= - -
Type Lasso Panning Eraser f s A y. . . .‘ J _ FColor & . " - Insert
Select  Hand v | N el | Lo, - - - ° Rhickness 2 Spoce
Tooly &INH

Notebooks * | Lichhop | lichcongtic  Lichnghiphdp = NewSectionl  +
- @
. Eme— = n N . A

Sy Thong tin lich hop chi tiét

== Notes 1 Wednesday, May 24, 2017 554 AM

Quick Notes |

. Cong viéc ~ 2

: Nhip ndi dung ghichu 1

s Lich hop

Nhap ndl dung ghi chu 2
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va Chuyén d6i so

- Gan thé cho ghi chd
Budc 1: Pit con tré & dau dong vin ban.
Budc 2: Trong thé Home chon mét thé mudn gén trong muc Tags

@ S 3 Théng tin lich hop chi tiét - OneNote

Insert Draw History Review View

s ¥ .— = — . -
(A= Calibri ~n +i=viE- &=3E & |Heading 1 Tags E
Paste oPY b i " v To Do (Ctrl+1) 1 ==
= ~ Format Painter B I Uakx,-|Z-L~ -7 Heac ing 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’ ;
- ~ Th A . | h h h . A [Z] Contact (Ctrl*‘:rag this gpte (De
New Section 1 Ong tln IC Op cnl t'et (©} Address (Ctrl+8)

a Notes 1 Wednesday, May 24, 2017 6:54 AM . Phone number (Ctrl+
Quick Notes €3 Web site to visit
- a o . Idea
: Cong viéc - - =
[ W morame e | posor
Lich hop I Critical
Lich céng tac B ProjectA

Lich nghi phép
New Section 1

Project B

Thém lién két (link), hinh anh va tip tin vao mét trang:

- Thém lién két (link) vao ghi cha: khi gd mot doan vin ban ma OneNote nhan ra dudi
dang mot lién két thi no s& tu dong dinh dang nhu mot dudng link. Vi du nhu khi nhap Error!
Hyperlink reference not valid.vao ghi chi, OneNote s& chuyén thanh mot két ndi, khi bam
vao két n6i nay sé ma trang web Office trong trinh duyét. C6 thé thém link vao trong phan ghi
chu (bao gém ca chit, hinh anh, dén nhiing trang khac va section) véi cac bude nhu sau:

Budc 1: Chon doan chir hodc hinh anh mudn thém link
Budc 2: Nhén Insert --> Link

Budc 3: Trong hop thoai Link, nhap ndi dung lién két vao phan Address, sau d6 nhian OK.
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va Chuyén d6i so

© 6 = Théng tin lich hop chi tiét - OneNote

Home Draw__ History Review

‘7 - ) =il L 2 5
D = 2 X 8 o W Yo %o FE' O D E T
Insert  Table File File readsheet  Screen Pictures Onling Record Record  Date Time Date & Page Equation §
Space v Printout Attachment Clipping Pictures Video Audio Video Time Templates~

Insert Tables Files Images Media oRe(ordmg Time Stamp Pages Symbz
Notebooks ¥ | Lichhop congtéc  Lichnghi phép X
=S ) [ i
= = A Text to display:
Nhap noi dung ghi chu 2
mm New Section 1 Thong tln 3 ;
% Notes 1 Wednesday, May 24, 2 = 4 o
Cong viéc ~ Or pick a location in One%
Nhap ndi dung ghi chu 1 caarel byt In
Lich hop [Search by e »p

»

Lich cong tac

— All Notebooks
?C]E\Jhéo noi dung ghi chu 2 B

Lich nghi phép s B —
New Section 1 1 |-

# == New Section 1

# == Notes1

Quick Notes
B Cong viéc
@ # Lich hop
8 Lich céng tac

] Lich nghi phép
# New Section 1

Craste Mow Dana

5 Cance

* Thém hinh anh vao ghi ch(: Thém mot hay nhiéu hinh anh vao trong ghi
chl nhu sau:

Budc 1: Trong bét ki trang nao, chon noi mudn thém hinh vao.
Budc 2: Nhan Insert, sau d6 theo mét trong cac tly chon:

+ Nhan Screen Clipping d chup mét phan man hinh may tinh va thém vao note nhu
mot hinh.

+ Nhan Pictures dé them mot file hinh duogc luu trén may tinh hoidc 6 dia khéc, hoic
USB.

+ Nhan Online Pictures dé tim va thém hinh tir trang tim hinh anh cia Bing, OneDrive
hoac mot trang web nao do.
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Insert

[&h f [ ok o] I A& B N/,
E B I @ e 0 la]d @ %™ T OEE
Insert Table File File Spreadsheet § Screen Pictures Online § Online Link  Record Record Date Time Date & 2
Space ¥ Printout Attachment v Clipping Pictures § Video Audio Video Time Tem
Insert Tables Files Images Media Links Recording Time Stamp P
Notebooks ¥ | lichhop | Llichcéngtic = Llichnghiphép ~ NewSectionl 4
- 4
+ New Section |

Notes 1 Wednesday, May 24, 2017
Quick Notes

Céng viéc A
N 3
o Lich hop Ofﬁce 365

Lich cong tac

Lich nghi phép

New Section 1

s Good afternoon
N Qa
OneNote Class Notebook Calendar
Screen dlipping taken: 5/24/2017 1:05 PM

I N

- Thém tép tin vao ghi chi: OneNote c6 kha niang luu trit toan bg thong tin vé cac chu
dé, dy an lai v6i nhau trong ciing mot noi bao gdm nhirng ban copy cta céac 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 hodc tai liéu vao.
Budc 2: Click Insert --> File Attachment.

Budc 3: Trong hop thoai Choose a file or a set of files to insert, chon mét hodc nhiéu
tap tin va nhan Insert.

Nhiing tap tin d3 duoc thém vao hién thi nhu mot icon trén trang. Nhap dtap chudt vao
tap tin ¢é mo 1én.
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va Chuyén d6i s6

History Review View

"
LD _»ﬁ} n;E{:‘:}}
Insert Table preadsheet  Screen Pictures Online  Online Link
Bpace > v Clipping Pictures  Video
insert fables Images Media Links
Notebooks ¥ [ lichhop  Lichcongtic  Lichnghiphép  New Secti
R @
7 — - C
sy o Chl tiét lich cong tac
mn Notes 1 Wednesday, May 24, 2017 6:56 AM
Quick Notes
|| Cong viéc ~
s Lich hop
Lich cong tac
Lich nghi phép Lichcong
New Section 1 tac (%EO
' )

Thém bang va sip xép thong tin trong bang

Bang biéu la cach tuyét voi dé to chic va sap xép thong tin trong cac ghi chd. Tao
bang trong OneNote nhu sau:

Bude 1: Click Insert --> Table.

Budc 2: Di chuyén con chudt trén ludi dé chon kich thudc bang mong muén, sau do
nhén chudt trai dé thém table. Vi du, khi chon table 6x4 s& tao ra mot table co 6 cot va 4 dong.

Layout

Home Inzernt Dewn History Revew View

o=l 1 P r s
M B o 0Ol =g “a %
et Table File e Specadibeet  Screen Victures Daline  Online Lnk  Recor

Space Pristout Attachenerd Clipping Pitures Video Aud

wetl Image Media "k Rac

Lich congtac - Lichnghiphép  Nes Section 1

= hn tiét hch nghl phep

-
- L
Lic New Bxcel Spreadzhact

Lich nghi phép

New Section 1
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- Tai ligu ChNThT : TAI LIEU HUGNG DAN SU | Jh¢ duyét
ong Cong nght thong tin DUNG OFFICE 365 Ngay duyét
va Chuyén d6i so

Hoic ¢ thé click Insert --> Table --> Insert Table... d& nhap sé hang , cot nhu Y va nhan

OK dé tao bang.
Table Tools
History Review View Layout
Y ' IEB o S
v 1= E i: @+ (00 @I w:
Insert § Table File File Spreadsheet  Screen Pictures Online  Online
Space Y Printout Attachment v Clipping Pictures Videg
Insert Tables Files Images Medig
ONotebooks ¥ Lichhop = Lichcéngtac  Lich nghiphép ﬂ)
- @
H -~
S stEmedu.vn Insert Table
mn New Section 1
m= Notes 1 Tabie size
Quick Notes Number of columns:
Céng viéc A Number of rows:
m= Lich hop OK
X Lich cong tac

Dé sira d6i bang hodc bt ky thanh phan nao cta bang, nhan chudt vao bt ky 6 nao
trong bang, sau d6 bam vao thé Layout trén ribbon. Cac cong cu bang cho phép ta chén va loai
b6 cac hang va cot, chon vién bang va sap xép céac 6, dir liéu trong bang, 6 va pham vi 0, hién

hodc an duong vién.

Draw

[

Delete
Table Columns Rows — Above Below Left
[Delete

History Review
P
x

Delete Delete  Insert Insert Insert Insert

Right Borders
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ong Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyét:

va Chuyén d6i so

Néu dit liéu trong bang qué phirc tap thi c6 thé chuyén sang dang bang tinh Excel ngay
trong OneNote. Click chudt vao Layout, chon Convert to Excel Spreadsheet. Bay gio ching
ta co thé tinh toan trén bang trung gian thong qua Excel.

Home Insert Draw History

[ | f | | I | LB -3 =S m I L | Pal 0 — = — A =i
B o B B | B x TN | B kgl 8 B8 | | ) = = Zl (X [
Select Select  Select Select Delete Delete Delete  Insert Insert Insert Insert Hide Shading Align Center Align Sort EConvertto B&l’
Table Columns Rows Cell Table Columns Rows Above Below Left Right Borders - Left Right v Spreadsheet
Select Delete nsert Format Alignment Data Conver
Convert to Exc
Notebooks * [ lichhop | Lichcongtac ~ Lichnghiphép  NewSecionl  + You'll be able t
.. s @? .r".-'_‘ i
D faggecuvn " § (O et . g q
R, e Chi tiét lich nghi phép -
s Notes 1 Wednesday. May 28 2017 557 AM
Quick Notes
Cong viéc A
Lich hop
Lich cong tac
Lich nghi phép
New Section 1
Luwu va dong bd so tay, chia sé cong viée
- Luu va dong b so tay: OneNote khdng c6 nit Save. OneNote ty dong luu va
ddng bo tat ca dir licu trén chinh no.
- Chia sé ghi chu truc tuyén va cng viée véi nguoi khéc:
Buéc 1: Nhan File --> Share
Budc 2: Chon Share with People. Nhap username hozc email nguoi can share (1) va chon
ché do cho nguoi dugce chia sé Can edit hoac Can view (2). Nhan nat Share dé thuc hién.
X \J/ )
Share Notebook
-
|}
[-;, Share with Prople o 2, 11 G-
* 2 .
g GO Geta Shanng Link
| Share with Meeting .
¥ Move Notebook
- 7" 1

46



Ma tai lidu:

TRUONG PAI HQC QUAN LY &

3 A 1 Phién bén s6:
UMT"™ CONG NGHE TP.HCM on ban 50
Bién soan:
- Tai ligu ChNThT , TAI LIEU HUGNG DAN SU | Jh¢ duyét
ong Cong nghe thong tin DUNG OFFICE 365 Ngay duygt:

va Chuyén d6i so

5.5 Microsoft Planner
5.5.1 Giéi thi¢u

Planner 1a mot img dung hitu ich gilp quan ly céng viéc, quan ly ké hoach theo
cach don gian, dé twong tic véi mot giao dién gon gang, hop Iy.

5.5.2 Chirc niang cua Planner
- Tao ké hoach méi, Xy dung nhém, phan cong tac vu va cap nhat trang thai.

- Pinh kém tp tin vao cac tac vu, phdi hop thao tac trén tap tin.
- Hoat dong trén nhiéu thiét bi.
- Théng béao email.

5.5.3 C4ch sir dung

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

Apps

A[jseoeaﬂ
avasaas

2
Documents ol

Tao Planner: Chon New plan --> G6 tén ké hoach --> Chon Create plan
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* Thém nguoi dung tham gia ké hoach: nhin Members --> G6 tén ngudi
dung mudn thém hodc email rdi nhin Enter

!:.’3
8 Tt
£

Te do Add new buchet

Members

* Quan ly tac vu: Nhan Add new bucket --> G0 tén cta bucket --> Nhén +
Add task --> G0 tén tac vu --> Chon ngay két thiic tac vy --> Phan cong thanh vién -->

Nhén Add task

.......
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va Chuyén d6i so

binh kém tép va chinh stra du an:

Nhan vao bucket can chinh sira (1); chon Bucket dé chuyén doi giita cac bucket,
chon Progress (tién d6), chon Start date (ngay bét ddu), chon Due date (ngay két thic). ...
dé b6 sung thong tin cho dy an.

* Xem tit ca du an dang c6/ dang thye hién: nhan Hub
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* Xem nhiém vu dwoc phan cdng: nhin Assigned to me

° Assigned 1o me Bed

Hat startm

Payeesd ) o .

B8

* Xem biéu do tién d: nhin Charts
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5.6

Microsoft Teams

5.6.1 Giéi thiéu

Microsoft Teams hd tro mé hinh Connector nhu Exchange nham cung cip canh bao va
cap nhét cac dich vu cuia ddi tac thir ba, nhu Twitter hodc GitHub mét cach truc tiép. Microsoft
Teams cling hd tro Microsoft Bot Framework dé dem lai cac dich vu thong minh cua ca
Microsoft va ddi tac thir ba 1én méi truong 1am viéc nhom. Tét ca hoi thoai, dit liéu di qua
Microsoft Teams déu duoc ma hoa.

5.6.2 Chirc niang ctia Microsoft Teams

- Cong cu hoi thoai nhom (group chat)

- HO tro cudce hop hoi thoai, video.

- C6 thé 1am viéc bang tai liéu Microsoft Office.
- Hb tro Microsoft Graph.

- Hb tro toi wru va dic thu hoa cho timg muc dich lam viéc.

5.6.3 Céach sir dung

Va0 trang chu https://office.com, dang nhap vao hé thong bang tai khoan Office 365,
sau d6 chon Teams.

Good afterncon

Recommended

@ id a|e &

Quick access

<D

Install Office

* Nhom (Teams): Nhom duoc thiét ké dé tap hop mot nhom ngudi phdi hop chit ché.
Nhom c6 thé thay doi cho cong viéc dua trén muc dich cu thé. Chi cac thanh vién trong
nhém méi nhin thay ndi dung cong viéc bén trong nhom.
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Q_ Search
Join or create a team

@ >

Create a team

@ 88 Create team

Frogect_Team Progect_Team2

* Kénh (Channels): Kénh gitip t6 chirc cudc trdo chuyén, ndi dung va cong cu ctiia nhom
xoay quanh mot chii dé cu thé. C6 thé to chue kénh, chang han nhu theo chu dé (su kién), nguyén
tac (thiét k&), du an (trién khai) hodc giai tri (ndi dung). Chu sé hitu nhoém c6 thé tao kénh va
cho phép cac thanh vién nhém tao kénh khi can.
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@ Create a channel for "Project!” team

e oo loghoral
| ¥

* Tw cach thanh vién Nhém: cic ch s¢ hitu nhom duge chi dinh c6 thé moi bat ky
thanh vién nao cung lam viéc vdi ho gia nhdp nhém. Microsoft Teams gitip chu s¢ hitu nhom
dé dang thém nguoi vao td chirc theo tén.

Chu s& hitu nhém ciing c6 thé tao nhém dya trén Nhom Office 365 hién tai. Moi
thay d6i dugc thuc hién voi nhom s& duge tu dong dong bd hoa vdi Microsoft Teams. Microsoft
Teams hién khong hd trg ngudi dung bén ngoai td chirc tham gia nhom.

* Vai tro ciia Nhom: Co6 hai vai tro chinh trong Microsoft Teams: cht s¢ hiru nhom,
nguoi tao nhom va thanh vién nhém, nhitng nguo1 ho moi tham gia nhém. Chu sé hitu nhém co
thé chi dinh thanh vién bat ky trong nhém 1a ngudi dong so hitu khi moi ho tham gia nhém hoic
vao bat ky thoi diém nao sau khi ho vao nhém. Cé nhiéu chu so hitu nhom cho phép chia sé
trach nhiém quén 1y cai dit va tu cach thanh vién, bao géom thu moi.
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* Tinh nang Chat
studen
Pan |3

* Tinh nang Call Video

Calls Phone Corntac@

s Student! X |

S_ Student @ o

#*%Xem thém hudng dan tai
https://www.youtube.com/watch?v=2zB2jiCxxuQ
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5.7 Microsof Word Online

Tai man hinh Dashboard, chon ing dung tuong ung.

Recommended

e ‘B|'k| & &

Dé tao mot van ban méi, chon New blank document

e &Rl #
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Phién ban so:

Bién soan:

Tai liéu CNTT

Phong Cong nghé thong tin
va Chuyén d6i so

TAI LIEU HUONG DAN SU
DUNG OFFICE 365

Phé duyét:

Ngay duyét:

Nhap ndi dung van ban

Word

Document « Saved

7 Lnoking for soceting? Seatch for it

Rewew View Help ¢ Esting

A A B I U @v Ay

Khi muén luu van ban, nhin File > Save as

Download a3 OOT
=]

Save as
X Save as
= Rerame
o Download a Copy

Download as POF

Where's the Save Button?
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ong Cong ngh¢ thong tin DUNG OFFICE 365 Ngay duyét:
va Chuyén d6i s6
Pién tén tap tin, dudng dan thu myc mudn luu tap tin, nhan Save

Néu muon luu tap tin vao may, Chon File --> Save as --> Download a Copy
Save as

Download a Copy

.. 12"
wnload as PDF

Where's the Save Button

Dé mo mot tap tin trén Word, chon File --> Open --> Chon tap tin can mé

Recent

Néu khong thay tap tin cAn m& do trong muc Recent, chon View more files dé mo
OneDrive va tiép tuc tim kiém tap tin cin mo

a more fe
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D chinh sira tai ligu, nhan Editing --> Editing dé chinh tryc tiép trén trinh duyét web
hodc co6 thé chon Open in Desktop app dé chinh stra bang ing dung Word trén may

Rs 1 Looking lor sormething? Seanch for o) ; .
Hame Wriirt wyout Réear v Hoviom View Hedy & tditing I Lomments v Catch up
v & [tmsnewso. v A a | 2| & Editing == Ov | 8 21 3 1
— : . - ; o A Make any changes - '}' 9 @
! Reviewing I
Add comenents aed suggest 0"" __x
Viewing a
oy (Fe file b ) chang
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5.8 Microsof Excel online

Str dung Excel Online, tai man hinh Dashboard, chon tmg dung tuong tng.

New -

I
|

&
@
@
Recommaended
&
@
Pé tao mot bang tinh mai, chon New blank workbook
Ex
Neow ' : -
&
g
@
Recommended
)
@
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Nhap néi dung.

= Sheet)

Khi muén luu, chon File © Save As. Dién tén tap tin, chon dudng dan muén luu tap

tin, nhin Save.
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Phong Cong ngh¢ thong tin

DUNG OFFICE 365 3 at-
va Chuyén d6i s6 - Ngay duyét:

Néu muén luu tap tin vao may, Chon File --> Save As -> Download a Copy

ﬂ; Domrioad a Copy

Downicad as QD5

DPé mé mot tap tin, chon File --> Open -> Nhén vao tip tin cAn mé

Néu khong thay tap tin cAn m& do trong muc Recent, chon View more files dé mo
OneDrive va tiép tuc tim kiém tap tin cin mo.
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D chinh sira tai ligu, nhan Editing --> Editing dé chinh tryc tiép trén trinh duyét web
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