Hudéng Dan SU Dung Outlook
Office 365




Huéng Dan S Dung Outlook Office 365

Good afternoon

Class Notebook

PowerPoint

v

SharePomt

) >

Flow Dynamics 365

Classroom

7

OneDrive

Newsfeed

Admin

Calendar

v
A

Planner

”~
-

~
amime

Yammer

Comphance

¥ Install software

New: Microsoft Teams

@ '; Connect your team with instant
. access to your chats, content,
people, and tools.

Teams

WV

(o0

aOcRRy PowerApps

1] Office 365




Huéng Dan S Dung Outlook Office 365

— Thanh menu doc & gilt thé hién nhitng email c6 trong 1 thu muc mail.
= Giao dién bén phai thé hién n6i dung email, day sé la nai doc chi tiét mail, soan mail....

- Thanh menu nam ngang & trén(danh dau mau tim) dung dé tao, xo4, di chuyén, luu tri, tao
rule loc email...
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To heip protect your privacy, some content in this message has been blocked, To re-enable the blocked features, click
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Unsubscribe B

You have 10 new Office 365 Message center announcements frol
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Huéng Dan S Dung Outlook Office 365
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Huéng Dan S Dung Outlook Office 365
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Huéng Dan S Dung Outlook Office 365

a0 Email:

— Email message |a tao mot email dé gvi binh thuwdng.

—  Calendar event la tao 1 cudc hop vao 1 thei diém cu thé nao dé
gdm nhirng nguwdi tham du 1a nguodi trong td chire. Nhirng nguwodi co
trong email nay khi mé& *ng dung calendar(trong bé rng dung cua
Office 365) sé thay c6 1 su kién dworc.

—  Group la nhom thworng dung dé gri mail chung cho nhirng
thanh vién trong nhém, tao sw kién cho nhéom....
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Huéng Dan S Dung Outlook Office 365

Calendar event:
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Huéng Dan S Dung Outlook Office 365
Tao Group:

X Dncard
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Huéng Dan S Dung Outlook Office 365
Tao Group:

— Standard group la group Office 365: dung dé lam viéc nhom,
chia sé file, tao sw kién nhém, hdi thoai....

- PLC group PLC gourp(Professional Learning Group): ding dé
chuyén cho nhdm hoc tadp ngoai nhirng chirc nang c6 ¢ Standard

group thi PLC group dé quan ly viéc hoc tap hiéu qua hon.

1] Office 365
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Cai dat ca ban:

search Mail and People
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Display settings
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Offline settings
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Huéng Dan S Dung Outlook Office 365
Cai dat co ban:

= Automatic replies: Gui tra [&i tw déng.

= Block or Allow: Chan hoac cho phép tai khoan hoac email tw
domain bén ngoai gui vao.

= Connected accounts: quan Iy tap trung nhiéu tai khodn mail khac
nhau, & day ta c6 thé thém tai khodn email khac vd: gmail vao dé
quan ly, gii, nhan...

= Forwarding: khi c6 mail glri dén sé& giri email d6 dén 1 dia chi nao
do. 1] Office 365



Huéng Dan S Dung Outlook Office 365
Cai dat co ban:

= POP and IMAP: la théng s6 dé cau hinh email bang tay trén dién
thoai hodc phan mém quan ly mail trén may... mac dinh nén gi
nguyen.

= Attachment options: dinh kem file mac dinh file dinh kem sé dwoc
upload l1én Ondrive for Business ca nhan cia moéi nguwoi truwde khi
guwi di.

= Layout -> Email signature: chi¥ ky.

= Layout -> Message format: dinh dang kiéu chi trong email. 1] Office 365
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.
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you Can change your email account settings Tmai options are arganized into the

& Automatic processing — Control how ncoming and cutpoing emall |s handied
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Hudng dan st dung OneDrive for Business

GOOd afternoon ¥ Install Office 2016

Other installs

1] Office 365



Hudng dan st dung OneDrive for Business
NENNNN\ @

||| a7 X

+ New »» 7 Upload »» £ Sync

Files

i T Name
g= Attachments
g™ Email attachments
g™ Shared with Everyone
@ Book.xlsx

@Z Document.docx

@' Nam @ OneDrive - Microsoft Student Partners
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X

'| Presentation.pptx

Modified

March 10

May 5, 2015
December 9, 2013
About an hour ago
Yesterday at 10:31 PM
March 20, 2016

About an hour ago

Drag files here te upload

Maodified By

Nam Pham-Hcai

Nam Pham-Hoai
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Nam Pham-Hcai

File Size

747 KB

T14K8

wn
:[:\
an
(85

<«

Sh
o

ful
(.|

[P [P [P

e}

n)

Nam Pham-Hoai ="<§

Sort v H (D

rng

Cnly you

Cnly you
Cnly you

Cnly you

1] Office 365



Hudng dan st dung OneDrive for Business
CMaseﬂE

AU (777255 NN NN #8758 oo

Permissions
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Hudng dan st dung OneDrive for Business
Cai dat tai khoan OneDrive:

Set up OneDrive

Put your fites in Oneldrive to get them from any device.

1] Office 365



Hudng dan st dung OneDrive for Business
Cai dat tai khoan OneDrive:

B OneDrive

Not signed in

2:16 PM
6/14/2016

Open your OneDrive folder

View online
View sync problems

Manage storage

Settings
Help >

Exit

] Office 365



Hudng dan st dung OneDrive for Business
Cai dat tai khoan OneDrive for Business:

& Microsoft Onelrive =

Settings About

OneDrive

Choose folders to sync on this device: Choose folders

Unlink OneDrive

Stop syndng files in this account on this PC, Unlink OneDrive
Add an account
Get to both your work and personal files.
Add a personal account I | Add a business account
ok || Ccaneel

1] Office 365




HUGNg

Dang n

an st dung OneDrive for Business
nap tai khoan OneDrive for Business:

& Microsoft OneDrive

1] Office 365

Work or schoel account

© 2016 Microsoft

Terms of use  Privacy & Cookies

B Microsoft

X

1] Office 365



Hudng dan st dung OneDrive for Business
Chon tai fi

e/thu muc ddng bd xudng may tinh:

i Microsoft Onelrive — *

Sync files from your OneDrive

Choose what you want to download to your OneDrive - Contoso
folder. You can get to these items even when you're offline.

[ Sync all files and folders in my OneDrive

sync only these folders

Elj Files not in & folder (0.0 KB)

| 2015 Finances (0.0 KB}

| Documents: (0.0 KE)

| Maonthly Reviews (0.0 KB)
Pictures (0.0 KE)

&l & &l [

Selected: 0.0 KB
Remaining space on C: 61.1 GB

1] Office 365



Hudng dan st dung OneDrive for Business
Chon tai fi

e/thu muc ddng bd xudng may tinh:

#& Choose your OneDrive location x

- v r « DATA (D) » Trien Khai » Onelrive w |l Search Onelrive 2

Organize » Mew folder EEERR

10.365VNPT  ~  Name v Date modified Type

Cutline
Mo items match your search,

‘@& OneDrive
B3 This PC
I Desktop
Decuments
; Downloads
J': Music
[=] Pictures
E Videos
‘i Local Disk ()
- DATA D) v (£ >

Folder; | Onelrive

Select Folder Cancel

1] Office 365



Hudng dan st dung OneDrive for Business

Your OneDrive is ready for you

We'll sync your files to this PC. To add files to OneDrive, just move them to your
OneDrive - University of Guelph folder.

]
An older version of OneDrive for Business is installed on this PC. Make sure it isn't also
! syncing your OneDrive. Ehnw me hw}
Open my OneDrive - University of Guelph folder
[ |
|
l.

1] Office 365



Hudng dan st dung OneDrive for Business

‘& | + | OneDrive

Home Share YView
<« « ‘I f@ » OneDrive v 0
ﬂ Fas
» 3 Quick access Narne
. # Documents
> @ OneDrive
# HTGArticles
W EThisF‘C % Music
> [ Desktop & Pictures
» Documents @ Public
AA090C09593-D756-4E56-8D6E-4241 2F2AT07B
> * Downloads
o
9 items

Search OneDrive

Date modified

771472013 7:51 PM
771472015 750 PM
7714/2015 7:30 PM
771472013 750 PM
7714720153 750 PM

/15720131

:00 PM

Type

File folder

File folder

File folder

File folder

File folder

849C9593-|
>

ELE
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Hudéng Dan St Dung Microsoft Forms

GOOd afternoon ¥ Install Office 2016

o Y= = o s kg

Calendar Yammer Newsfeed OneDrive SharePoint

wE X @3 NE sl (o2

PowerPoint OneNote Sway PowerApps

Dynamics 365

1] Office 365



Hudng Dan Sur Dung Microsoft Forms

Tao form:

- Form: Khao sat binh thuong. ?
- Quiz: Tao 1bai kiém tra co tinh diém trén tu cau hoi.

L] ]
aem Forms

éMy formsé Other forms

= I
=l [=]
New Form Mew Quiz

] Office 365
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Hudng Dan Sur Dung Microsoft Forms
- Tao Quiz:

Questions Responses

Untitled quiz

] Office 365



Hudng Dan Sur Dung Microsoft Forms

- Tao dat tén Quiz:

Questions Responses

@Untitled quiz E

> Quiz Forms (35 Points)

] Office 365



Hudéng Dan St Dung Microsoft Forms
- Tao cau hoi(Add question):

4. Khoan thdi gian ban bat dau st dung mang x& hoi (10 Points)

1] Office 365



ng Dan SU Dung Microsoft Forms

"ao Quiz: Thay doi gia dién(Theme)

=
m
N =
m

r AN EEEN"

- =
T} 7

Eﬂﬁlli
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Hudng Dan Sur Dung Microsoft Forms
- Tao Quiz:

Quiz Forms

Hi Mam, when you submit this form, the owner will be

able to see your name and email agdress

1. Mang x& hdi duge ding nhigu nhat (5

Points)

Twitter
Facebook
Instagram

Cther

2. ¥ ki&n v& mang x3 héi ban dang
ding (10 Points)

] Office 365



Hudng Dan Sur Dung Microsoft Forms

- Tao Quiz: chia sé

& Preview ¥ Theme Share -

Questions Responses

Send and collect responses

Anyone with the link can respond

Quiz Forms (35 Points)

©« + =

Share as a template

+ Get a link to duplicate

Facebook

Twitter Share to collaborate

Instagram + Get a link to view and edit
Other

] Office 365



ng Dan SU Dung Microsoft Forms
a0 Quiz: chia se

Questions Responses I

Quiz Forms

3l 5 Active

dayerane Scoen

Shaftiss

1. Mang x3 hdi duge dimg nhigu nhat {5 points)

100% of respondemts, (2 of ) anseered this question comecty.

[ R W
B anie
[ p—
® o
2. Y kién v& mang xa hoi ban dang ding {10 points)
2 Resposmes
3. Banh gia gianh cho facebook (10 points)
2 Re=piorees * ***‘i
4.5 Average Rating
4. Khiodn thai gian ban bat diu st dung mang x3 hidi (10 points)
1 Re=pormes L:x:-flw;f -

1] Office 365



‘a0 form:

ng Dan SU Dung Microsoft Forms

Hay danh vai phiit 1am khdo sat nhé 4 Al

Hi , when you submit this form, the owner will be able io see your name and email address,

* Requirad

Tén cliz ban? *

Enter your answer

Tinh trang hon nhan? *

Bioc than vui tinh -7
@ Hoa d3 cochili-)

Haoi ki qué ah :-( al ma bigt

1] Office 365



