Hﬂ Fpt Telecom Huéng dan sir dung Office365 FTI _FPT

Eﬂ Fpt Telecom

TAI LIEU
HUONG DAN SU DUNG OFFICE365

Thang 07 nam 2017

Ldu 1, L8 L.29B-318-338 duong Tan Thuan, KCX Tan Thuan, Q.7, Tp. HCM
1st Fl, Unit L.298-318-338, Tan Thuan St., Tan Thuan EPZ, Dist. 7, HCMC www.ftifptvn | Dién thoai/Tel: +84 8 7300 2222 Fax: +84 8 7300 23



ﬁﬁﬂ Fpt Telecor Huéng dan sir dung Office365 FTI _FPT

MUC LUC

I.Gi6i thi€u gidi phap OffiCe365 ....ccouiiviniiirreiniriiniseiinsninnsenisssenssssssssssssssssssssssssssssssassssssses 3
ILHUGNE AAN ST QUG ...cceeeeeeererereresesssesesssesesesesesesssesssesesesesesesesesesssassssssssssssssssssssssssesessssses 4
2.1 Pang nhap Online tai Khodn ClA DaN.....ccicrneeieinrriiiniineiinnssnncsssseriossssnssssssssssssssssssssans 4
2.2 Email exchange Online ..........ueiiiiiiininnnniiiiciniinnnniiicinnssnnneissssssssssnsiessssssssssssssssssssssssssscss 7
2.2.1 DANZ NhAP ONIINE....ccoiiiiiieiieecie ettt e e e et e e e e e e anbaaeeeeeeas 7
2.2.2 Thiét 1ap dang nhap trén OUIOOK. ...........c.oveveeeeeieeeeeeeeeeeeee oo, 8
2.3. TRAO tAC WOTA ORIINE......nnnnneennnnnneecnnneeninnaeniisnneiecseseissssssessssssesssssssesssssssesssssssssssans 16
2.4 Stk dung EXCel ONIINe............cc..oooiiiiiiiiie et 21
2.5 Sur dung Powerpoint ORIINe....................ocooiiiiiiiiiiiiiiiie e 22
2.6 Cai diit Office trén @dign tho@i d6i VO IPRONE ......eueeecececeerereeeererererereressssesesesesessssssens 25
2.7 Huwong din siv dung Office trén dibn thO@i ......eeeececreereereereresssesessssesesesesesessssens 27
2.8 SKYD@ fOF BUSTNESS .....cooeeeeiiieeee ettt ettt e e et e e e e e e iaaeaeae s 29
2.9 ONE AFiVe fOFr BUSITESS ........cceeieeiiieiee ettt e e e e aeae e 45
2.10 Sharepoint online va mang xa hoi Yammer ................ccccccoocoviiiiiiiaiiiie e 55

Lau 1, L6 L.298-318-338 duong Tan Thuan, KCX Tan Thuan, Q.7, Tp. HCM
15t Fl, Unit L.298-318-33B, Tan Thuan St., Tan Thuan EPZ, Dist. 7, HCMC \\'\Wl.fﬁ.fptm Dién thoai/Tel: +84 8 7300 222 Fax: +848 7300 233

CucNT17-CPS FTI



Eﬂﬂ Fpt Telecom Huéng dan sir dung Office365 FTI _FPT

I.Giéi thiéu gidi phap Office365

Office365 1a b phan mém/tién ich van phong duogc phat trién trén nén dién
toan dam may cua Microsoft. Office 365 dugc danh gia 1a bo gidi phap toan dién
cho doanh nghiép vira va nho tai Viét Nam.

Giai phap Office 365 ctia Microsoft 1a goi thué bao gdm cic phan mém quen
thudc trong bd Office (Word, Excel, PowerPoint,...), nhung Office 365 co nhiéu
uu diém vuot troi hon han.

Tai li€u cua nguoi dung s€ dugc luu trir trén ddm may, doanh nghiép st dung
chi can ding nhap dé 1y tai liéu, chinh sira tiy chon trén bat ky céc thiét bidd diang
ki nhu: PC, may tinh bang, di¢n thoai,...

Office 365 va cong nghé dién toan dam may di thay d6i cach lam viéc truyén
thdng:

- Hoan thanh cong viéc & bat clr noi dau: ban c6 thé lam viéc moi lac, moi
noi va trén moi thiét bi (PC, laptop, smartphone...)

- Lam viéc cung nhau hiéu quéa va don gian hon: Office365 cung cap cho
nguoi dung 1 email déng cép ¢6 thé hoach dinh va chia sé lich biéu, chat, hoi nghi
truc tuyén, truy cip tai liéu cap nhat méi nhét trén cloud va lam viéc cing nhau,
dong thoi gitip bao mat dit liéu quan trong

Uu diém cua giai phap :
- Doanh nghiép khong can dau tur phan cimg cho ha ting CNTT
- Khic phuc han ché cta nhitng hé théng mail thong thudng
- Tiét kiém chi phi license
- Tiét kiém chi phi network
- Don gian hoéa viéc quan tri IT:

- Tra tién theo nhu ciu sir dung thuc té
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IL Hwéng din sir dung
2.1 Dang nhap Online tai khoan cia ban

Mo trinh duyét, vao link: https://portal.office.com/Home

Ding nhap bang user dugc cap

Minimize L

] Office 365

Tai khodn cd quan ho3c trudng hoe

[Fido@exampie.com

= Duy tri trang thai dang nhap

Béang nhap Quay lai

2an khéng truy cip dugc vio tai khodn?

© 2017 Microsoft
ity khoah sibdung  Quy&n riéng tr & Cookie

10:57 AM
20-Jul-17

EN o M@ W 1D e
O lan dau dang nhap, hé thong s€ yéu cau ngudi dung doi pass cho céac lan dang

nhap tiép theo

Sau khi ddng nhap thanh cong, ban s€ dugc dua vao giao dién nguoi dung nhu sau
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P ~Vammmemse Y& wasme I

&« C ) | @ Secure | httpsy//www.office.com/?auth=2 00c-926590369672 ‘| B .E?E .E'E H

ome="18&from="PortalLanding8.client-req

uest-i

87d14f0d-393

i Office 365 F BT rotielecom international A B ? Phuong Vu Minh Q

Good morning ¥ Install Office 2016

"

E @ aa Y: @a B i o

Calendar People Yammer OneDrive SharePoint Planner Power BI Delve

PawerPaint CreNote Sway PowerApps s Stream

[0}

Documents
W Feedback

Chon muc setting bén goc phai s€ c6 cac tinh ndng co ban danh cho ban: Nhu thay

doi mat khau, cai dat...

&« c 0 & Secure | https://www.office.com/?ref=logoutauth=2 Pg & HEI ‘E'EI H

Phuong Vu Minh Q

i Office 365 F BT Fpttelecom international ._L1 ol

Good morni ng ¥ Install Office 2016

Other installs

v Theme
i Ea fat W osfeuit thems

Calendar OneDrive SharePoint
Start page

Set your start page

1
@ m ma Notifications

Delve PowerPaint OneNote Sway On

Password

E ,» b ﬁ Change your password.

PowerApps Forms Stream Dynamics 365 Language and time zone

English (United States)
Your app settings

Office 365
Mai

Documents New v Calendar
W Feedback 2 Feapie .

Click vao tén account & goc trén bén phai dashboard, chon View account
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My accounts x

y Phuong Vu Minh

F ! phusngymB@Hi365.net
=

About me

View account

Sign.out

Chon tab Install Status, giao dién hién thi cac thiét bi di duogc cai dat Office365 sir

dung tai khoan cua minh

& Subscriptions ? Security & privacy
Ve subscrptions Manags secxiity & iivacy
a App permissions i Install status
Change app permissions Manage installs

¥ Settings

Mot tai khodn cé quyén cai dit trén 05 may tinh ca nhan. Néu muon bo ban quyén

trén thiét bi nao, click vao Deactivate twong tmg voi thiét bi do
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Install status

Manage your PC and Mac installs here.

Install desktop applications

1 Office

Detected installs: 2
AUTUMN v DESKTOP-UFPGOSN W
Microsoft Windows 8.1 Pro Microsoft Windows 10 Pra
i Deactivate l Deactivate

Chon Yes dé hoan tat deactivate

Do you want to deactivate this install?

After you deactivate an install, you wen't be able to use many of its features.

Deactivating this install does not remove the latest version of Office from your computer.

2.2 Email exchange online

2.2.1 bang nhap online
Chon muc mail ¢ trén giao di¢n quan tri

Trinh duyét s€ dua ban vao trang webmail nhu sau
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! ] Microsoft Office Home xym This - phuongvm8@ftiat x'n Giai phap Offica365:che % ‘" BanEntrggidpdangn X §  § & T

c Q @ Secure | https)//outlook.office365.com/owa/?realm =365 net&exsvurl=18l-cc=1

= Office 365

Outlook

nodurl=0 | B My Ay ¢

F BT rptTelecom international

Tim kigm Thu va Moi ngui 2

A Thur muc
Hép thu dén
Muc d3 G
Ban nhap
Khac

A Nhém = wai

o K& hoach tuan
° CPS PKD2
. Pug’s preject

= Kham pha

+ Tzo

= E s

27

@ Mai|v K3 Danh ddu tat ca la da doc

Uu tién Khac Loc v

Tiép theo: Khéng cé sirkién nao trong  [*] Lich cong tac

Khac: Cude héi thoal mdi

@sharepointoniine com; CPS Managem..
hue nguyén
chao chi Hai 10/07
Chi oi em & cdng ty cima.chi 6 thé giii cha em xin c.

Thing trude

Phuong Vu Minh

Phuong Vu Minh muén truy nhdp ‘Phuong}  21/06/2017

Lam i, 8l musn truy cap. Chp nhan hodc tir chéi

Trang Vu Kieu

Trang Vu Kieu d chia sé "Gioi t 18/06/2017
Dy i& tai ligu Trang Vi Kieu 65 d an Gioi.
Trang Vu Kieu

Trang Vu Kieu d chia ¢ "Gioi t 18/06/2017
Dy 14 t3i ligu Trang Vo Kieu a2 d an Gioi.

Trang Vu Kieu; Doan Dang Kh
» [Report PKDZHN] - céng ty keco -

Da v&ng anh, em dang h&'trg Phucni

Chon mét muc dé doc

Badm vao day d€ luén chon myc dau tién trong danh sich

2.2.2 Thiét 1ap dang nhép trén outlook

e Tai xudng Office hoic Office 365

%
aJ

Pang nhap

Bét cr khi ndo duoc nhéc, hiy dang nhap vao Office hodc Office 365 bang

Tai khoan Microsoft hay tai khoan co quan hodc truong hoc cua ban.
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dJ
bang nhap

S dung tai khoan Microsoft cia ban.
Tim hiéu thém?

<ai-do= @outlook.com

Tiép theo

Khéng co tai khoan? Tao tai khoan!

Bigu khodn Sir dung Quyén riéng tu & Cookie

Microsoft

e Thém mit tai khodn email
1. Mé& Outlook. Néu truée day ban chua cho chay Outlook, ban sé& théy mot man
hinh chao mung. Chon Tiép theo, C6, rdi chon Tiép theo mot 1an nira. Néu
khong, hay chon Tép > Thém Tai khoan.
2. Nhap Tén, Pia chi Email va Mat khau cua ban, roi nhap mat khau mot 1an
nira vao hop Nhap lai Mat khau.
3. Chon Tiép theo > Hoan tit.
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Thém Tai khoan

Thiét lap T déna Tai khoan
Outiook cd thé l&p cBu hinh tur dong nhigu tai khoan email,

(@) Tai khoan Email

Tén clia Ban: |Bannie Kearney
Wi du: Ellen Adams

Pia chi Email: ;h-unnla-k@mmasu.:um

Wi du: ellen@contoso.com

M3t khau: [
Nhap lai Mat khdu: |

G& mat khau ma nha cung ¢ip dich vu Internét da cép cho ban,

e Tao va giri email
1. Chon Email Méi dé bét dau mot thu méi.
Nhap tén hoac dia chi email vao truong Téi..., Cc hodc Bee.
Trong Chi @&, hiy nhap chu dé cua thu email.

Dit con tro trong phan ndi dung thu email, roi bat dau nhap.

A

Sau khi nhép thu, hdy chon Giri.
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Toy chon

Binh dang Yan ban

B— o ﬂ;’. -._-i| “-\l-
-y LY J@
== = 3= Sdbia Kiém
T chi traTén
) Tén

Xem lai

X Cat _— i
D Calibri (Thi~= |11 -~ A A
5 Sa0
Dan abe _ < | .
-~ Biit Dinh dang Iy |¥-A-§
Bang tam [ Van ban Ca sd
| T - | bonniek@contoso.com
Pén... | alexd@contoso.com;
Gii
| EE. ||

Btt... |

| Cap nhit tuln nay?

Chao Alex!

Liéu chung ta co thé ki#m tra xem minh d& & mirc nao trong tién da vao mét lic khac khang?

e Lén lich cho mdt cu¢c hen
1. Trong Lich, chon Cudc hen Méi.
Trong hop Chii @&, hiay nhap mo ta.
Trong hop Pia diém, hiy nhap dia diém.
Nhap thoi gian bat dau va két thuc.

A

Chon Méi Nguoi du dé chuyén cudc hen thanh cudc hop.

Chon Luu & Dong dé hoan tat hodc chon Girinéu day 1a mot cudc hop.

Bao cao Hang thang - Cudc hen

Cudc hen Chén

Binh dang Van ban

Hem lai

— | BS H& tro 18p lich 2 : : ans = .
Hanh Cudic hop Ghi chi Mo Tiy
ddng - Skype Cudc hop ider chon

Hign Cudc hop Skype | Ghi chi cudc hop | Nouwdi dur
Chi dé | Bao cdo Hang thang
Vi tri | Phéng Hai thao 2235
Thoi gian bat dau |12 12/12/2016 | |zo0cH -]
Théi gian kétthic | T2 12/12/2016 | |3:00 CH - |
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e Thém lién hé

1. Chon Moi nguoi.

2. Chon Trang chii > Lién hé¢ Méi hodc nhan Ctrl+N.

3. Nhap tén va moi thong tin khdc ma ban muon dua vao lién h¢ nay.

4. Chon lvu & Méi néu ban mudn tao mot lién hé khac hodc chon Luu &

Pong néu ban da hoan tat.

Chén Binh dang Van ban Hem lai
'ﬁ_] x p Eﬂ (=] Chi tier L—.|
0 Chimg chi E
Lu‘u va Xda Lu‘u & Chuy@n OneMote Chung Ernail
Béng Méi~ tigp~ [= Tét ca Trueng
Hanh déng Hién Try
Tén Dy di.. | | Sara Davis
Cong ty | Contoso 1
Chifc danh | Giam a6c Tiép thi.
XEp vio | Davis, Sara - '
Internet
EZ Email... - G "saraci.@. Eni‘iﬁmmm
Hién thi a dang : Sara Davis (saradi@contoso.com)

e Hop thw dén Uu tién

Hop thu dén U tién gitip ban tap trung vao nhiing email quan trong nhat.

Tinh ning nay tach hop thu dén cia ban thanh hai tab—U'u tién va Khac.

Néu thu khong dugc sip xép theo cach ban mudn, ban cé thé di chuyén thu

va chi dinh noi tit ca cac thu trong twong lai tir nguoi gui d6 s& duoc chuyén dén.

1. Tu hop thu dén cua ban, hay chon tab Uu tién hodc Khac, roi bAm chudt phai vao

thu ma ban muon di chuyén.

2. Néu di chuyén tir Uu tién sang Khac, hiy chon Di chuyén sang Khac néu ban chi

mudn di chuyén céc thu da chon. Chon Luon Di chuyén sang Khac néu ban

mudn chuyén tat ca cac thu trong tuong lai tir ngudi giri nay dén tab Khac.
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Néu di chuyén tir Khac sang Uu tién, hiy chon Di chuyén sang Uu tién néu
ban chi muén di chuyén céc thu da chon. Chon Luén Di chuyén sang Uu tién néu
ban muén chuyén tit ca cic thu trong twong lai tir nguoi gui ndy sang tab Uu

tién.

Tép trung Khac Tatca -

4 Hom nay

Sara Davis
SIS-TV Théng mi E21  Sao

Chinig £01 co ph @ In Nhanh

Alex Darrow £ Tralo
Tai liéu Ban dia | i ;
Ban s& tim thay 2 TidloiTatca

. Chuyén tigp

Ra mat San § _

Phin khic Thi ti 2 Bénh ddu la B3 doc

. Banh dau la Chura doc
Sara Davis e
Mgin sach D3 s Lhe loai
Biay Ia noan sack [* Dsitheo b

Alex Darrow B Tim Mucliégn  quan  #
Hay clng Ién lic

iR Buac Mhanh 3
Con gai toi se
‘D9 Quytac b
Alex Darrow . -
W oD chuyén b

Moudi phu trac
Contoso 13 a _ma CneMote

sara Davis 4 Di chuyén tai Khac
Xem lai B8 xuat R T
Dy 13 ban mai | v Ludn Di chuyen 181 Khac
. (% Béqua
Bonnie Kearl o
Thurrac ¥

Bonnie Keamey, &5
Bay 1a tai lieu X Xoa

Bonnie Kear| [=] Luu tri..

Py s

e Sirdung Tro ly Lap lich biéu
Cong cu Trg ly Lap lich biéu s& xuét hién sau khi ban tao cudc hop va giap
ban tim dugc thoi gian phu hop nhat cho cudc hop béng cach phan tich thoi
diém ngudi nhan va tai nguyén cudc hop, chang han nhu phong hop, sin dung.

e Tumdt yéu cau hop moi, hdy chon Trg 1y Lap lich biéu.
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o Cac thanh doc xung quanh khu vuc dd bong thé hién thoi gian hién tai cua cudc

hop. Ban c6 thé kéo cac thanh dé diéu chinh thoi gian cudc hop.

Ludi cho biét trang thai sin sang ciia ngudi dy. Doc theo bén phai clia yéu cau

hop, Outlook sé& hién thi cho ban nhiing thot diém hop dugc dé xuit, cung véi

s0 xung dot ctia nguoi du.

Chen

Cudc
hen
Hi

Tép

x I3 Lich

X038 O Chuyéntiep ~

Cudc hop

Hanh déng

| =1 G L 100 +|
B, | Tat cd Nowdi du
] © © Bonnie Keamey
& © Sara Davis

|#] @ © Alex Farrow

: Thém tén & day

—

Binh dang Ydn ban Xem lai Mha
'Ec-\ .
== N b
Hotra  Cudc hop Ghi chi
lap lich Skype Cube hop
én Cudc hop Skype  Ghichi cudc hop
07 Thang Mudi Mét 2016
400 8:00 5A 500 1000

f—

=
il

. Chia sé m{t tép thay vi giri tép
1.
co.
2. Chon Dinh kém Té¢p.
3
4. Néu tép hién thi biéu tuong ddm

va ban s€ chia sé t¢p.

dinh kém

Tao thu hodc Tra 1o, Tra 161 Tat ca hoic Chuyén tiép mot thu hién

Chon mot tép tir danh sach cac tép ban di 1am viéc gan day.

may nho thi tép da duoc luu truc tuyén

Néu tép khong hién thi ddm may, hiy chon miii tén nho, réi chon Tai 1én

OneDrive.
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Tiy chon Binh dang Yan ban Xem lai

Calibii (Thi~ |11 ~| A" A (= ~i=- Ao
Dan = aby - == ==
- * Biit Binh dang B I U | N=8 el
Bang tam T Van ban Co sd T
Pén.. | | sarad@contoso.com
=1 !
] | Ce |
Gm = — e —
L | Chide | Cac bée cao B3 cap nhat
o G Banhangva Tiépthi Q3. Win16a_|
pinn kém | B Nguei nhan o the chink. 2 Nguoin
Chao Sara,
By 12 cac ban bao cdo duwgc cdp nhdt ma ban yéu cdu.
-Alex
e Sirdung @dé cap deé thu hit sy chu y cta ai do6
1. Trong phan ndi dung thu email hodc 161 moi trén lich, hdy nhap ky

hiéu @ va mot vai chir cai dau tién trong tén hodc ho cua nguoi lién hé.

2. Khi Outlook cung cép cho ban mdt hodc nhiéu g01 Yy, hdy chon lién hé
ban mudn dé cap.

Theo mac dinh, tén dﬁy du cua nguoi lién hé sé dugc bao gém. Ban c6 thé x6a
mot phén ndi dung dé cap, vi du: moi thtr trir tén ctia nguoi do.

3. Lién hé duoc dé cap s€ dugc thém vao dong Téi trén email hodc 101 moi

hop.
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Bén... . Alex Darrow; ' Sara Davis
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2.3. Thao tac Word Online

Tai trang Home ctia Office365 > tron Word Online > s& bung ra cira s6 dang nhap email
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D¢ tao van ban mé1i, chon Tai li¢u trong mdéi > nhap ndi dung van ban
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Gidi thigu
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L 3i xuéng dudi dang PDF
df
WS | Tdi mot ban sao ciia i liéu ndy v8 méy tinh cia ban dudi dang tép PDF.
— Tai xudng dudi dang ODT

:‘ Téi xudng bn sao cira tai liu ny vao may tinh cUa ban dusi dang t&p ODT.

NGt Luu & dau?

Khéng cé ndt Luu bai vi chiing t&i dang ty déng luu t3i léu cia ban.
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e Y Gl
althuo Minimize |~ e :

Office 365 OneDrive FRF ruree
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P Tim kigm -+ MG~ T Téilén v I3 Dongbd 1= Sépxp =zl @

M 1 D& sta d&i Nouidi Ska ddi Kich 3 Tép
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Thiing rac @ abcdoox o Vagisy truse Huong Neuyen Thi Mai 106 K8 £ Chiban
FEE TR Inten @5 Tailitudocx 8 phit tuee Huong Nguyen Thi Mai 107 KB 2 Chiban
. Office 365 for Sales B _

@ Tailigul.docx 7 phat truse Huong Nguyen Thi Mai 106 KB & Chiben

€PS Management
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Save As

Save As

PA‘ Sawe a copy online.

Rename
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Rename this file.
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Download a copy to your computer.

Download as PDF

Download a copy of this document to your computer as a PDF file.
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] Office 365
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2.4 St dung Excel Online

Pé sir dung Excel Online, tai man hinh chon phan mém twong tng.

Dé tao mot Workbook méi, chon Newblank workbook

KE HOACH THE DYC sub )b
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2.5 Sir dung Powerpoint Online
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2.6 Cai dit Office trén dién thoai ddi véi Iphone

M& App store

T v

Mhac

L& whig rﬂu‘ﬂullnl_ﬂl

Canmeg -i:llm*.\mn:.-l-m_t'hln

.‘.hl

"". f@

Saltan Fosgelisiiol Bifsng nit

Tim dén ung dung Microsoft Word, bam cai dat (thyc hién tuong tu dé cai Microsoft

Exce, Powerpoint...)
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Pang tim kiém... & 23:12 28% M 14

Q. microsoft office [ ]

Microsoft Word
Microsoft Corporation :1}

Essentials

*kk k¥ (28)

Tuyét dep
Nhat quan trén
moi thiét bi

Y B @ Q (e

NGi bat  Bangxéphang Khampha  Tim kiém Cap nhat

Sau khi cai dat va dang nhap thanh cong, céc tai li€u s€ dugc déng bo theo tai khoan

esssee Victtel

she 13:58 @ 52% )
Tai khoan

Trang Vu Kieu
trangvk@fti365.net

DICH VU DA KET NOI

(‘.‘ OneDrive - FPT Telecom International Co., Ltd
trangvk@fti365.net

E} SharePoint

+ Thém mdt Dich vu

Jng dung Office
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2.7 Huéng dén sir dung Office trén dién thoai
Tai liéu nay hudéng dan sir dung Word trén dién thoai Android, thuc hién twong tu véi

dién thoai Iphone hoac Ipad
M¢ tng dung Word

=, - B

Trinh duyét Khoa Cong cu Lién hé

_

mZzm = =T
: 20+ )

= e

¢ 00

Thu muc Linh tinh Tin nhan

T30 L
2 08 g

. A€
Game Ung dung .. Word Siéu Anh c..

Muc “Gan day” chira céc file dugc sir dung gan diy nhat, néu khong thay file can 1am

viéc tai muc “Gan day”, chon “M¢”, lam tuong ty nhu trén web
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dén vai Word

Tao Danh sach Ghi Nhat ky Tao Dan bai
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Tép Xong

@ Tu dong Luu

Thay déi dudc tu déng Iuu vao iPhone

Luu Ban sao
_ﬁ GUi Ban sao

5 Khoi phuc

@In

seeee Victtel T & 13:54 @ 52% )
Huay
Tén: testl
Vi tri

FPT TELECOM INTERNATIONAL CO., LTD

OneDrive - FPT T...national Co., Ltd
(‘5 trangvk@fti365.net

CAC VI TRI KHAC

E? SharePoint

2.8 Skype for Business

Skype 14 mét tinh niang da kha quen thudc véi ngudi dung trén toan thé giéi.

Skype for business cling véi cac tinh ndng than thién nhung dugc bo sung thém
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nhiéu Gng dung dé phu hop v6i méi truong hoat dong chuyén nghiép cua cac
doanh nghiép. Skype for Business véi toc d6 dudng truyén cao hon cho phép hop
cung luc dén 250 diém cau HD. Pong thoi tich hop thém cac tinh ning nhu IM,
goi dién, goi video, chia sé va cong tac.
Céc tinh ndng chinh:

- Nhién tin IM

- Goi va nhan cudc goi bang Skype for Business

- Thiét 1ap cudc hop qua Outlook

- Hai hop truc myén ndi bd va bén ngoai

- Két nbi video conference chét lugng HD

- Chia sé file, chinh sira va present tryc tuyén

Dién mao trang chinh cta rng dung.
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Mhép vao binh luan ngﬁq qon

4 diy, de ngudi khac thay 5] Skype for Business

durgic kini ho nhin vao thang tin

fién hé clia ban Tép HopNgay Congcu Trdf giup
Sing theo gific mo

allla s Martha Johnston
Srenll
2 € Barvivicisban -

i
2 0 P R
Tim kigm mét ngudi
E:PI to.. d;mﬂ—. Tim nguoi nao do ho3c quay 50 CL
gmaigmmuﬂm NHOM TRANG THAl MOICUAN HE MOl &

I YEU THICH il

4 PETER FTE (2/10)

o Eileen Long - £ang hop il

(3]
. Dominigue Livingston - Ranh Lién hé
(-] cua ban

Kirby Jarman - Rénh

o

ﬁi Jon Smith - Bang hop
© |

- (- TAT TINHNANG CHUYEN TIEF CUdC GOl

Giao dién menu truy nhép nhanh.

@® 6 @ O

>

Pay la dién mao cua cira s6 hoi thoai (IM).
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Enter ¢ gii

Martha Johnston
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ban hang ra sao roi?
Keo sé& gilp ich dudc khdng?

Keo ma ban noi
cd chira chocolate phai khdng?

digu d6 cé thé dudc thu xép...

ban da lam xong béo céo rd,
phai khdng?

Théng digp cudi clng nhén dudc vio ngdy 22015 lic 941 SA,

chao, ban [am viéc vdi may con sd o

Thém lién hé
@l"— khic vao
cudc hoi thoai nay

345 B4 By Ia phia
@ | ciabanirong

cude hi thoai

Binh kém mét tép, nhan

coe @

¢ 1 ©

manh tAm qﬁan trong (1),
hodic thém bidu fuong
cém ¥

v

X X-

Bat diu cude goi video, cudc goi thoai, hodc

trinh béy man hink nén hay chuong tring
clia ban

I— MG trinh quan by
Ghi, thay ddi phdng chif hay off
phéng chi¥, hodc nhan trg gilp
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An/hign ngén IM
; _Bam & diy af bat may anh olia ban,
t&t tieng/bét tiéng miced clia ban, trinh bay
man hinh nén hay mét chuong trinh clia ban, hodc 8 géc may.

o Daing nhdp vao Skype for Business
1. Trén may tinh hodc thiét bi ma ban da cai dat Skype for Business, hay bam vao
logo Windows va go Skype for Business. Chon Skype for Business
2. Nhép mat khau Office 365 cta ban, rdi bAm Ping nhap.

e Ddng xuit khéi Skype for Business
Khi sir dung Skype for Business xong, ban c6 thé ding xuit khoi phién két
ndi, ddng man hinh, hodc thoat khoi chwong trinh. Mdi tiy chon ndy sin cé trong

ctra s6 Skype for Business chinh tir menu Tép.

Tuy chon Hanh dong dién ra Céch thuce

Ding Xuét Ding xuit ban khoi phién két ndi Skype for Trong ctra s6 chinh
Business va nhu vay ngudi khic khéng thé nhin cua Skype for Business,
thdy trang thai ctia ban hodc tuong tac voi ban. Sau hay bAm menu Tép, roi
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Tuy chon Hanh dong dién ra Céch thuce
khi ban ding xuat, ctra s6 ding nhap cua Skype for bam Ping Xuit.
Business s& xuat hién va Skype for Business tiép
tuc chay ¢ nén, giup ban dang nhap lai dé dang hon
khi di sén sang (so vé&i khi ban thoat, vi 1am nhu
vay sé tit Skype for Business).

QUAN TRONG: Néu ban chia s¢ may tinh
ma ban dang lam viéc vdi nguodi dung khac hodc
ban mudn nhimg ngudi ding khong dugc phép sé
gap kho khan hon khi dang nhap bang thong tin xac
thuc cua ban, khi ban dang Xuét, hay bim Xoéa
thong tin dang nhip cua toi.

DPoéng Pong cira s6 Skype for Business chinh nhung Trong man hinh
van chay phién két nbi cua ban dé tiép tuc nhén chinh cua Skype for
canh bdo va c6 thé nhanh chéng twong tac voi Business, hoac la ban:
nhirng ngudi nhin thiy trang thai hién dién cua ban. « Bim vao
Hay tré lai man hinh chinh ctia Skype for Business menu Tép roi
bat cir luc nao bang cach bam vao biéu twgng Skype bam Péng.
for Business & cudi man hinh. -hoac-

« Bim déu X & gbc
trén bén phai cira s6
chinh.

Thoat Ding xuat ban khéi phién két ndi Skype for Trong cira s6 chinh
Business va ngung chuong trinh Skype for cua Skype for Business,
Business trén may tinh ciia ban. Sau khi thoat, dé hay bam menu Tép, roi
khéi dong lai Skype for Business, hdy dung thu tuc bam Thodt.
dang nhdp dugc mo ta phia trén.
Thidtdap-ban-dé
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1. Trong cira sd Skype for Business chinh, hiy bAm vao miii tén bén canh nut tuy

chon €/ va chon cong cu> Thiét dit thiét bi Amthanh.

AN

Eile k

Meet Now

loois ’ Always on Top

Help ’ Recording Manager

Show Menu Bar Audic Device Settings %

Video Device Settings
Dial-in Conferencing Settings
Options

4

2. Bén dudi thiét bi Am thanh, chon thiét bj ma ban mudn.

Audio device

Select the device you want to use for audio calls: Lg

ﬁ Other Device
(,-\E[]] Microsoft LifeChat LX-3000 2
Customize your device

D:ﬂ:;'j Sneaker

3. Bam mii tén mau xanh lyc bén canh Loa dé nghe &m mau va kéo con trugt

néu ban can diéu chinh Am lugng.

4. Pé kiém tra am luong micrd ciia ban, hiy ndi trong vai gidy. Am luong s& dat
t6i vu néu thanh tién do niam gitta ving kiém tra. Kéo con truot bén
canh Micrd dé diéu chinh Am luong micrd cua ban.

5. Bam vao nat mau xanh luc bén canh Chudng dé nghe chudng miu khi ban
nhan dugc cudc goi va kéo con trugt dé diéu chinh Am luwgng chudng.

6. Bam Kiém tra Chat lwong Cudc goi va thuc hién theo hudng dan dé ghi lai
tin nhan ngin va phét lai noi dung d6. Piéu chinh 4m thanh néu can. Luu ¥
rang tiy chon nay c6 thé khong sin ding cho tai khoan ciia ban.

7. Néu ban c6 hai thiét bi 4m thanh tr¢ 1én, ban ¢ thé thiét dit ca hai dé do
chuong khi ban nhan dugc cudc goi. Bén dudi Chuéng Phu, chon Po chuodng

ddng thoi, sau d6 chon thiét bi bo sung.

Lau 1, L6 L.298-318-338 duong Tan Thuan, KCX Tan Thuan, Q.7, Tp. HCM
1st Fl, Unit L.298-318-338, Tan Thuan St., Tan Thuan EPZ, Dist. 7, HCMC www.fti.fptvn Dién thoai/Tel: +84 8 7300 2222 Fax: +848 7300 2273

CucNT17-CPS FTI




ﬁﬁﬂ Fpt Telecor Huéng dan sir dung Office365 FTI _FPT

Ban ciing c6 thé chon Bat tiéng khi dién thoai ciia tdi d6 chudng, thao tac
nay s& tuy dong bat loa ctia ban khi ban nhan dugc cudc goi Skype for Business.
8. Chon Cho phép 4m thanh noi phat lai khi sin sang dé dam bao chat luong
am thanh t6t nhat sin ding trong sudt cudc hop.

9. Bam OK khi ban da thyc hién xong.

o Kiém tra chit lwong am thanh ciia ban
Truée khi ban bat dau mét cudc hop hodc cudc goi Skype for Business, hdy
dam bao rang thiét bi Am thanh ctia ban phat ra 4m thanh nhu ban muén. Luu ¥
rang Kiém tra Chat lwgng Cudc goi c6 thé khong sin dung cho tai khoan cia
ban.
1. O phia dudi bén trai ctra s6 chinh cia Skype for Business, hdy bAm Chon

Thiét bi Chinh.

- s
E-‘q i:-} » CALL FORWARDIMG OFF

Select Your Primary Device
=% Other Device
Microsoft LifeChat Lx-3000
Audic Device Settings

Check Call Quality

2. Bam Kiém tra Chit lwong Cudc goi va thyc hién theo hudng dan dé ghi lai
tin nhan ngan va phat lai ndi dung do.
3. Néu ban khong hai long véi chat lugng 4m thanh, bdm Thiét dit thiét bi Am

thanh dé diéu chinh micrd va loa cta ban, hodc chon thiét bi khac.

e Thiét lgp video Skype for Business
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1. Trong ctra s6 chinh ctia Skype for Business , bam vao miii tén bén canh

nat tuy  chon - va chon cong cu > Thiét dit thiét bi Video.

& |

File ’

Meet Now

Tools ] Always on Top

Heilp ’ Recording Manager
show Menu Bar Audio Device Settings

Video Device Settings %
Dial-in Conferencing Setlings

Options

2. Néu ban c¢6 nhiéu camera va muén chuyén, hay chon camera tir danh sach tha
xudng.

3. Dé xem thiét dit nng cao nhu cin bing mau, d6 twrong phan, d6 sang va ché
d6 trang den, hiy bAm vao nat Thiét dit Camera.

4. BAm OK khi ban d3 thuc hién xong.

Khic phuc su ¢b video Skype for Business

Néu Skype for Business khong phat hién camera, ban khong thé nhin thay
chinh ban, hodc ban nhin thdy thong di¢p "Chiing t6i khong phat hién ra camera,"
thi:

« Hiy dam bao rang camera dd két ndi va thuc hién theo cac huéng dan di
cung véi thiét bi dé cai dat.

« Kiém tra xem c6 chuong trinh nao khac trén may tinh ctia ban dang sir dung
camera khong. Néu c6, hiy dong chuong trinh d6 va thir lai.

« Néu ban c6 camera tich hop sin nhung Skype for Business khong phat hién
thiy camera ndy, hiy kiém tra xem camera c6 bi v hiéu hoa trén may tinh
ctia ban khong. Hiy lién hé v6i b phan hd tro k§ thuat cia ban dé duoc tro
gitip hodc vao Trinh quan ly Thiét bi Windows d¢ kiém tra trang thai cua

S ;I\ ]\ r] ] ]'I\'
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« Tir man hinh Bit dau, gd Trinh quan Iy Thiét bi. Chon tiy chon tir danh
sach Tim kiém chwong trinh va tép.
« Tai myc Thiét bi Tao anh, bdm chudt phai vao Camera Tich hop va
bam Bat.
Lam thé nao dé biét t6i dang chia sé video?
Khi ban thyc hién cudc goi video, Skype for Business tu dong hién thi video
cia ban trén cta sd. Nhung khi ban gia nhap Cudc hop Skype for Business, ban
khong ty dong chia sé video. Ban can tro dén biéu twong camera va bam Bit dau

Video cua Toi.

start My Video

. 4

Kiém tra cac bi€u tugng & cuoi ctra s6 dé xem trang thai video cua ban:
Khi ban... Bi€u twgng trong nhu the nay:
Khong hién thi video, bi€u tugng camera

chuyén sang xam.

Hién thi video, bi€u tugng camera sadng

lén.

e Gia nhdp cudc hop Skype for Business trén PC chay Windows
ciia ban

1. Trong yéu cau hop cta ban, hiy bam Gia nhip cudc hop Skype.
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—=|Gia nhap Cuéc hgp Skype
R

Gia nhap bang dién thoai

+14257063470 (Redmond) Tiéng Anh (Hoa Kj)
+14257070045 {Redmeond) Tiéng Anh (Hoa Kj)
+14255380005 (Redmond) Tiéng Anh (Hoa Ky
+14255380006 (Redmond) Tigng Anh (Hoa Kj)

ID Hgi thao: 191

Tro giup

o Dang xem Cudc hop cho phép ban nhanh chéng kiém tra cic cudc hop
sap dén trong ngay, ma khong can phai di t6i lich cta ban. Tham chi
ban c6 thé gia nhap Cudc hop Skype ngay tir tab Cude hop, néu cudc
hop nay do mot ngudi to chirc trong cong ty ban 1én lich.

o Trong cira s6 chinh cua Skype for Business, hiy bAm tab Cudc hop, sau

d6 bam chuot phai vao Cudc hop Skype dé gia nhap.

- © = G-

HOM MAY

3:00 Khdidong -.’_‘.:"En dich Quang cao

CH Két thie lic 4.00 a5 (Phong chung 100)

5:30 O lai Tré va Vé
CH  Két thue 10c 8:30 CH

2. Micrd cuia ban tir dong bi tit tiéng. Dé bat tiéng micrd cia ban, hiy tim nat

& (]
. A /{ Xe 1A . . LR A £ b
micro, . ro1 bam vao do. Khi biéu tuong d6 trong nhu thé nay . ,

thi moi ngudi trong cude hop c6 thé nghe ban.
GHI CHU: Hiy dam bao rang ban ciing bat loa!

3. Néu ban cin chuyén sang thiét bi 4m thanh khac, hiy bim vao nut Diéu

khién Cudc goi - , 10i bam Thiét bi.
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> (o Q
Tiptuc  Chuyén 'I'hié't%i

o)

4. Hop Chuyén doi Thiét bi hién thi cac thiét bi 4m thanh sin ding cho ban,
cung voi thiét bi hién dang duoc chon. Hay chon thiét bi khac néu ban

muon.

Chuyén déi thiét bi ca ban

=

Micrd va Loa cua PC

Gia nhap chi qua dién thoai

Néu ban dang di trén dudng hodc néu ban khong thé truy nhap may tinh, ban
chi can €01 vao cudc hop bﬁng dién thoai. Hay dam bao ban c6 cac sb goi va ID
ctia hoi thao tir yéu cau hop trude khi hop.

Néu ban mudn két ndi bang dién thoai thay vi ding 4m thanh mdy tinh, ban
c6 thé tim thiy cac sb va ID hoi thao trong yéu cau hop. Ban ciing c6 thé bam Tim
s0 dia phwong trong yéu cau hop néu ban dang di cong tac.

Con ma PIN thi sao? Ban chi can mi PIN néu ban dang goi vao cudc hop véi
tu cach 1a dién gia tir dién thoai cong cong hoic di dong, hoic néu cudc hop dugc
thiét dat véi mirc bao mat cao. Néu khong thi ban khong can dung ma PIN, chi can
quay sb vao va chd dugc két ndi.

Néu ban can mot PIN va khong nhé PIN ctia ban 1a gi, hiy bam Pa quén

PIN Quay s6 vao ciia ban? trong yéu cau hop va 1am theo cac huéng dan trén

trang dé dat lai.
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e Lénlich Cudc hop Skype bang cdch dung Outlook
1. Mé Outlook va vao lich biéu.
2. Trén ribbon tab Home, trong phan Cudc hop Skype, bam Cudc hop Skype
mé6i. Néu khong thidy phan Cudc hop Skype, ban can cai dit Skype for

Business.

&

ks

3. Thiét 1ap cudc hop theo cach thong thuong:

o Trong hdp DPén, nhép dia chi email cia nhiing ngudi ma ban mudbn moi,
phan tach bai diu cham phay.

o Trong hop Chi @&, hdy nhap tén cho cudc hop.

o Néu ban s& c6 ngudi du tryc tiép, hiy bam vao Trinh tim Phong trong
phan Tuy chon ciia tab Cudc hop rdi tim phong hodc trong hop Dia

diém, hay nhap dia diém hop, chéng han nhu phong hoi thao.

&

Trinh thm
Phiéng

o Chon thoi gian bit dau va thoi gian két thuc.

GHI CHU:
»  Pé tim thoi gian pht hop v&i moi ngudi, hdy bam Tro 1y Lap

lich biéu, trong phan Hién thi cta ribbon tab Cudc hop.

Q{)

Trg ly Lap
lich bigu

4. Trong khu vuc cudc hop, hdy nhap chuwong trinh 1am viéc. Tranh thay doi bat

ky thong tin nao cua cugc hop Skype.
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QUAN TRONG:

o Lén lich cudc hop vdéi cac tuy chon mac dinh nhu ching t61 vira thyc
hién s€ phu hgp hon cho cac cudc hop quy moé nhd, cudc hop noi bd
nhu hop than mat voi dong nghiép ching han. Néu ban t chirc hop voi
nhitng ngudi ngoai cong ty hodc néu ban dang lén lich mot sy kién 16n,
hay thay ddi cac tiy chon cudc hop trudce khi giri 161 moi cho phi hop
hon véi cac yéu cau hop cua ban. Trong yéu cau hop, trén phan Cudc
hop Skype cua ribbon Cudc hop, hidy bdm Tuy chon Cudc hop, rdi
chon céc tuy chon thich hop.

@ [0

Gia nhap Tay chon
Cudc hop Skype| Cuéc hop

o Cudc hop Skype

5. (Tuy chon) Tai trudc phan dinh kém. Theo cach d6, khi nguoi tham dy tham

gia vao cugc hop, moi thir da san sang dé tién hanh. Xem muc_Téi trudc phan

dinh kém cho cudc hop Skype for Business.

6. (Tuy chon) Trong phan Hién thi ciia ribbon Cudc hop, hiy bim Tre ly Lap
lich biéu dé dam béo rang ban chon dugc thoi gian hop thich hop nhét.
7. Moi viéc di sap hoan thanh. Chi can kiém tra k¥ lai thong tin va bAm Giri.

Dé thiét 1ap cudc hop truc tuyén bang cach dung Outlook Web App

Dé tao yéu cau cho Cudc hop Skype for Business trong Outlook Web App,
ban phai:
o Sir dung trinh duyét hd tro phién ban dy di cua Outlook Web App.

o CO tén ngudi dung va mat khau tir mot to chirc c6 ding ky kinh doanh hoic

doanh nghiép cho Office 365.
1. Trong céng thong tin Office 365, bam vao cong cu khoi dong ing dung, sau

d6 bam Lich d¢é mé tng dung Lich.
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2. Bam vao dau cdng hodc Mdi ngay dudi cong cu khdi dong ung dung va dién

thong tin cugc hop nhu binh thuong.

* Méi

3. O giira cira s6 cudc hop, phia trén khu vuc thong béo, hily bAm Cudc hop

truc tuyén.

ch b

Lap lai
| Khéng bao gig v |

[ ] Danh dau 1a riéng tu @ Cusc hop truc tuyén

Chi tiét goi vao, chang han nhu néi két Gia nhap cudc hop trwe tuyén xuit
hién trong khu vuc thong bao. Néu tai khoan cua ban duge cdu hinh cho hdi thao

quay soO vao, ban cling sé€ thay noi két Tim so ngi hat.
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Glanhépmﬁ‘:hoptr Uctuvén

Gia nhap bang Dién thoai
+14255551212 (Redmond) Tiéng Anh (Hoa ky)

Tim s& ndi hat
ID Héi thae: 10000]

Quén mi PIN quay s6 vao cta ban?

GHI CHU: Néu ban khong thiy ndi két Cudc hop True tuyén, co thé do
mdt trong nhitng nguyén nhan sau day:
o Ban dang khong st dung trinh duyét hd tro phién ban ddy dii cia Outlook Web
App.
o Thué bao Office 365 ctia ban khong bao gdm Skype for Business.

o Ban diang nhdp nhu mot ngudi ding chua duge cap gidy phép cho Skype for

Business.

4. Néu ban sé& co nguoi du truc tiép, trong Dia diém, hay nhép dia diém cho
cudc hop, chang han nhu phong hoi thao hoic bAm Thém Phong dé gitp tim
phong hoi thao.

o Dé xem céc thiét dit vé viéc ai co quyén truy nhap cudc hop truc tuyén, ai phai
doi ban chép nhan hg vao cudc hop va ai co thé trinh bay trong cudc hop, hay

bam Thiét dit Cudc hop Truc tuyén (ngay bén trén khu vuc thong bao).

Ldu 1, L& L.298-318-338 duong Tan Thuan, KCX Tan Thudn, Q.7, Tp. HCM
1st Fl, Unit L.298-318-338, Tan Thuan 5t., Tan Thuan EPZ, Dist. 7, HCMC www.ftifptvn | Dién thoai/Tel: +84 87300 2222 Fax: +84 8 7300 23

CucNT17-CPS FTI



ﬁﬂ Fpt Telecor Huéng dan sir dung Office365 FTI _FPT

Lap la

i Khang bao gig R |

|:| Bianh ddu 1 riéng tu @ Thiét dat cudc hop trut tuyén

| Caliti iz~ B I U I I =

Gia nhéap cudc hop truc tuyén

@)

5. (Tuy chon) Trong khu vuc cudc hop, ban c6 thé nhap chuong trinh lam viéc
hodc cac thong tin khac vé cudc hop. Tranh thay doi bat ky théng tin cudce
hop truc tuyén nao.

6. (Tuy chon) Dé thém anh hodc phan dinh kém vao chwong trinh hop, ¢ dau
clra s6 cudc hop, hay bidm vao biéu tugng Cac hanh dfng khac (...),

bam Chén, roi bAm Phin dinh kém hoic tép OneDrive hoic Anh di kém.

LiCk BIEU U
Chén > Phan dinh kém hoéc tép Onelrive

Phin loai > Anh di kém

7. O dau cua s6 cudc hop, hdy bam Giri.

2.9 One drive for Business
Dich vu Luu trir truc tuyén OneDrive for Business 1a Dich vu Luu trit hang
dau trén nén tang Pién toan dam may cua Microsoft, cung cip khong gian dé
ngudi ding luu trit, chia sé va dong bo cac dit liéu ctia minh.
Str dung Dich vu luu trit OneDrive for Business, doanh nghi€p c6 thé toi vu
hoa hoat dong kinh doanh v4i nhitng wu diém vuot troi:
- Giam chi phi dau tu

- Chi phi phén clrng: server san storage, 0 cing...

- Chi phi phan mém: Anti virus, anti malware

Ldu 1, L& L.298-318-338 duong Tan Thuan, KCX Tan Thudn, Q.7, Tp. HCM
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- Chi phi quan tri: ¢6 IT man chuyén trach viéc quan tri va van hanh hé

thong
Céc tinh ning hang dau cua onedrive for business

Luwru trir va dong bd dir liéu:

. Luu trix file, thu muc

. Dung luong tir 1TB/ngudi ding dén khong gidi han

«  Pong bo hoa file trén tat ca cac thiét bj (PC, laptop, tablet, smartphone)

va truy cap ngay ca khi khong c6 Internet. Nho d6 nguoi dung luon co
dugc phién ban méi nhat du dang 1am viéc truc tuyén hay ngoai tuyén.

. Tim kiém file d& dang hodc st dung OfficeDelve dé tim cac file c6 noi

dung lién quan

Chia sé va cong tac:

«  Nguodi dung dé dang chia sé tép v6i ddng nghiép ciing nhu cic dbi tac

bén ngoai.

«  Nguoi ding c6 quyén kiém soat ai co thé vao xem va chinh sta file

. La mot phan cua Office365, OneDrive for Business cho phép ban sir

dung cac cong cu chinh stra, tao mdi, xem trude trong thoi gian thuc va thao luén
trén Yammer.

. Quan 1y file trén cac thu muc nhu phién ban méi ddy nhét cua file, xem

va phuc hoi cac phién ban chinh sira trude d6 (néu can).

. Cai dat quyén truy cap cho cac file (xem, sira, x6a, upload, download. ..

La gidi phap luu trir thich hgp cho doanh nghiép:

«  Pon gidn: St dung quyén quan tri tir Office 365 dé quan ly tai khoan
nguoi dung, dung luong luu trit va cac cai dit khac. OneDrive ciing cung cap 1
giai phép lai (hybrid) cho phép két hop céc giai phap tai doanh nghiép va trén dam
may.

«  An toan: Véi tu cach nguoi di dau trong dich vu ddm mdy, Microsoft

dam bao file dwoc ma héa trong qué trinh di chuyén véi cac thuat toan mi hoa tién

tién nhat.
Lau 1, L6 L.298-318-338 dud n Thudn, KCX Tan Thuan, Q.7, Tp. HCM

St., Tan Thuan EPZ, Dist. 7, HCMC ! Dién thoai/Tel: +84 873002222 Fax: +8487300 2233

CucNT17-CPS FTI



Eﬂ Fpt Telecom Huéng dan sir dung Office365 FTI _FPT

«  DPdng tin cdy: San pham duoc xay dung dam bao nguyén tic an toan,
tuan thu va bao mat, dap ung duoc cac tiéu chuan tuin tha qudc t& nhu USO
27001, HIPAA, FISMA, FERPA, SSAE, Quy dinh vé xir Iy dir liéu va nhiéu tiéu
chuan khéc.

. Véi OneDrive for Business, ban luén cé dwoc nhitng tinh ndng mdi nhat
nhur: dong bd hoéa nhidu nén tang, hoat dong trén tng dung mobile, chdng mat di
liéu, quan ly file thong minh.

e Ddang nhdp onedrive

1. Truy nhap website cia OneDrive va ding nhap bang tai khoan Microsoft ctia

ban.

2. Hoac dang nhap ngay trén giao dién cua trang portal

FBF rptTelecom intemationa b ? Phuong Vu Minh Q

Good morning ¥ Install Office 2016

Other installs

Mail

e Chia sé tai liéu

Chon 1 tai liéu muon chia sé, nhan chon vao tai liéu do

Tab bén goc phai s€ hién ra

[OneDrive F BT rptrelecom international b ? Phuong Vu Minh Q

2 Share @ Copylink L Download [i] Dalete =3 Movets [} Copyte ¢ Rename 1 selectad X

™ Attachments

-  way 22

Access your files from your mobile device

.
=
~ hile
.

Access, share, and collaborate on the go right from your mobile device. Get the Has Access
OneDrive app on Android, i0S, or Windows Phone,

;i

Change permissions

Files

Recent Activity
1 Neme Modified Modified By File Size 54

@ = Attachments May 22 Phuong Vu Minh £ Only you
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_ - 1
@ Access your files from your mobile device B
| A i 5 Vi our mobile devics, Get the Has Access
B @
~ X
Share ‘illutrator’ RecEnt et
a4 it Phuong Vo Minh
frvt ‘ Edit link - no sign-in required W Yoshcrerled
Get a link m tyo
Information

O day ban c6 thé 13y lién két cho file d6. Nhin chon Create dé tao lién két
Hoic share cho bét ki ai qua email véi 2 tily chon thiét dat

o Chi xem - Khi ban chia sé muc bang loai lién két nay thi moi nguoi c6
thé xem, sao chép hodc tai xuéng cac muc ciia ban ma khong can phai
dang nhap. Ho ciing co thé chuyén tiép lién két cho nguoi khéc.

o Chinh sira - Khi ban chia s¢ muyc bang loai lién két nay thi moi ngudi
c6 thé chinh sira tép, dong thoi ¢ thé thém hodc xo6a tép trong mot thu
muc ding chung. Ngudi nhan c6 thé chuyén tiép lién két, thay d6i danh
sach nhitng ngudi chia sé tép hodc thu muc, ciing nhu thay ddi quyén
cho ngudi nhan. Néu ban chia sé thu muc, nhirng nguoi c6 quyén Chinh
sua ciing co thé sao chép, di chuyén, chinh stra, ddi tén, chia sé va xoa

moi ndi dung trong thu muc.

- X
Share "illutrator
584 files shared with Phuong Vu Minh
Invite people Enter a name or email address CankEdit ¥
Get 5 fink

[ Can View

| Add a message here

Shared with

[ Share everything in this folder, even items with unique
permissicns.

# Require sign-in

# Send an email invitation
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e Cai dit One drive trén mdy tinh va dong b trén mdy tinh
Pé déng bd OneDrive v6i may tinh ¢4 nhan, vao link

https://onedrive.live.com/about/en-hk/download/ dé tai tool vé& may:

i @ Microsoft Corporation (US) | https://on

ive.live.com/about/en-hk/download C | Q Search 0 3+ @

B® Microsoft

. HDmE Work &S(hocl Plans Downlgad

&& OneDrive

Download for OneDrive + OneDrive
Windows

Have Windows 10? You already have the latest OneDrive
sync client. You're good to go—no need to download
anything. Look for OneDrive on your task bar, in File
Explorer, or type "OneDrive” in the Cortana Search bar.

Have Windows 8.17 You'll need the new sync client for
OneDrive for Business. Click the Download button to
download the new sync client.

Chay file cai dat

o L;r\ =

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

7] 7]
Evernote Viozi Start Battlenet  OneDrves...
f BlueStacks

vy B

Freemake  TeamVi

Dién thoai/Tel: +84 87300222 | Fax: +8487300 2233
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& Microsoft OneDrive Setup

& OneDrive

Preparing OneDrive for first use...

Sau khi cai dat xong, sé& thdy biéu tugng OneDrive ¢ goc phai phia duéi man hinh

o Vre '__

B ot signed in

a E DM

L

" . Z1ePM
K= E ENG 6/14/2016

Chudt phai vao biéu tuong OneDrive, chon Settings

Open your OneDrive folder

Yiew online
View sync prablems

Manage storage

Help >

Exit

Tai tab Account, chon Add a business account

Jan, KCX Tan Thuan, Q.7, Tp. HCM
St., Tan Thuan EPZ, Dist. 7, HCMC
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& Microsoft OneDrive X
stinge [FE] o
OneDrive
Choose folders to sync on this device: Choose folders
Unlink OneDrive
Stop syncing files in this account on this PC. v Unlink OneDrive

Add an account
Get to both your work and personal files.

[ Addapersonalaccount | | Add abusiness account |

bién thong tin account, mat khau

& Microsoft OneDrive - X

IJ Office 365

Work or school account

“someone@example.com

Password

Can't access your account?

© 2016 Microsoft B® Microsoft

Terms of use  Privacy & Cookies

Click Change locations dé chon dudng dan dén thu muc duoc déng bo Ién OneDrive

Ldu 1, L6 L.298-318-338 dudng Tan Thudn, KCX Tan Thuan, Q.7, Tp. HCM
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& Microsoft OneDrive

This is your OneDrive folder

Add files here so you can access them from other devices and still
have them on this PC.

st

Chon chon dudng dan dén thu muc duoc déng bo 1én OneDrive, click Select Folder

& Choose your OneDrive location

&« v 4 Ir « DATA(D:) > TrienKhai > OneDrive I v O Search OneDrive r

Organize v New folder

10.365VNPT A Name -

v Date modified Type
Outline

No items match your search.
¢& OneDrive

& This PC

[ Desktop

Documents

4 Downloads

D Music

[&] Pictures

B videos

‘aa Local Disk (C:)

- DATA (D:) v <

Folder: | OneDrive |

I' Select Folder I Cancel [

Click Next

Léu 1, L6 L.298-318-338 duong Tan Thuan, KCX Tan Thuan, Q.7, Tp. HCM
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& Microsoft OneDrive

This is your OneDrive folder

Add files here so you can access them from other devices and still
have them on this PC.

O
c
O
5
D
(e}
™
)

Click Next

& Microsoft OneDrive

Sync files from your OneDrive

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

M Sync all files and folders in my OneDrive

Sync only these folders
[ ] Files notin a folder (0.0kB)

Selected: 0.0 KB
Remaining space on D: 77.2 GB

Z
]
=

i

Click Open my OneDrive

Léu 1, L6 L.298-318-338 duong Tan Thuan, KCX Tan Thuan, Q.7, Tp. HCM
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& Microsoft OneDrive

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 - CMC folder.

[ 1
|
[ 1
|

Open my OneDrive - CMC folder

Ta thy céc file trén OneDrive da dugc dong bd vé may tinh c4 nhan

ThisPC » DATA(D:) » TrienKhai > OneDrive » OneDrive - CMC

N

-~
MName

& Book.xlsx

@J BookT.dsx

% Document.docx
&j Documentl.docx
&'} Document?.docx

@j Presentation Test.pptx
&[ Presentation.pptx
&'1 Presentation.pptx

aﬁ CQuy trinh Cai dat Symantec Backup Exec ...

g—gj test.docx
£

E: Testl.doox

% Testl.xlsc

&“‘ Test2.xlsx

Hop dong Thue 03 nam ban quyen phan...

Date modified

81372078 1045 AM
6/13/2016 10:59 AM
81072076 11:43 AM
£/13/2076 10:07 AM
6/13/2076 10:09 AM
61072016 12:58 PM
6/13/2076 11:26 AM
61372016 11:19 AM
61372076 11:32 AM
6/10/2076.1:37 PM

81072016 12:53 PM
B/13/2076 1:32 AM
61372076 10:49 AM
6/13/2016 10:58 AM

Type

Microsoft Excel W...
Microsoft Excel W...
Microsoft Word D...
Microsoft Word ...
Microsoft Word ..,
Microsoft Word 9...
Microsoft PawerP..,
Microsoft PowerP..,
Microsoft PowerP...
Microsoft Word 9...
Microsoft Word D...
Microsoft Word D...
Microsoft Excel W...
Microsoft Excel W...

Size

9KB
6 KB
15 KB
15 KB
15 KB
284 KB
116 KB
116 KB
29 KB
4354 KB
12KB
15 KB
S KB
9KE

Khi mdy tinh da dugc dong bo v6i OneDrive, khi mubn upload file/thu muyc Ién

OneDrive, ta khong can phai dang nhap vao Web nira ma chi can Copy file/thu muyc can

Upload

Lau 1, L6 L.29B-318-338 duong Tan Thuan, KCX Tan Thuan, Q.7, Tp. HCM
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2.10 Sharepoint online va mang xa hgi Yammer

e Sharepoint online

Sharepoint 1 mot san pham web-based ma Microsoft phét trién dé phuc vu
cho nhiéu myc dich va nhu ciu str dung khac nhau. Ba nhém ddi tuong sir dung
SharePoint gdbm:

— Nguwoi sit dung. St dung céc tinh ning c6 san cua SharePoint (Cong tac,
quan 1y ndi dung, tim kiém, ty dong héa quy trinh céng viéc...) dé dé dang hoa cac
cong viéc nghiép vu co lién quan dén thong tin, tai li¢u, lam viéc nhom... Nguoi
sir dung ciing c6 thé d& dang thay ddi, b tri lai cac thanh phan va tinh ning c6 sin
dé thuan tién hon trong qua trinh sir dung.

— Chuyén vién quan tri CNTT. Trién khai mot nén tang web-based théng
nhét dé tao 1ap, duy tri cac ung dung web phuc vu cho hoat dong nghi¢p vu cua
mot doanh nghi¢p hodc t6 chuc, chéng han web site lam viéc nhom, intranet ndi
bd, web site internet dé quang ba doanh nghiép, cac ung dung cho cic bai toan
nghiép vu nhu quéan 1y cong van, quan ly dy &n, quan 1y nhan sy....

— Lap trinh vién. Tuy chinh cac tinh ning da c6, mo rong, phat trién thém
cac tinh ning m&i trén nén tang SharePoint dé dap tmg cac nhu cau ciia doanh

nghiép/khéach hang.

Giao dién co ban cua sharepoint

Lau 1, L6 L.29B-318-338 duong Tan Thuan, KCX Tan Thuan, Q.7, Tp. HCM
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|
./ € Amazon - xv_ﬂ Microsoft Office He xvlj Micrasoft Office He x'ﬁ) SharePoint wi SharePoint % W 108 FUN- OneDrv. X W B® Tai khodn Micrasoft xﬂ@%
&« C | @ Baomat | hitps/fpttelecom.sharepoint.com/ layouts/15/sharepoint, aspx w0 &

Office 365 SharePoint F BT rotelecom intemational & ? Phuong Vu Minh Q

P Tim kigm + Taosite
 thea-ds Céc site thudng xuyén
c

K€ hoach tuan 29/05- 03/06 *

cps
Pugs project * N

82n d3 xem Brochure FPT GIO

Gin da @- CLOUD VN vio ngay 22/5/2017

e HUGNG DAN DANG KY TAI

44 ..KiCH HOAT MA COUPON
dang phd bign

Lei Dean Huu di sia 48

ﬁ Brochure F. vao ngay
17/5/2007

Trang Nhom

Site dugc dé xuat

Phan hoi

Téi ting dung danh cho thiét bi di déng

= o 6:18 PV
Heoira@Dd o0

1
J € Amazan- % V1] Micosoft Offic. x W IY Mizrasoit O x W [ SharePoint W [ SharePoint x ¥ B C7S Monagen: W 108_FUI-Ore x W B Taikhodn Micr X ﬂg@uﬁ
SM/ Trang%20chi.as * B B

C | & B3omat | hitps//fpttelecom.sharepoint.com/sites

Office 365 SharePoint F BT Fotvelecom ntemational ? Phuong Vu Minh Q

QCHASE yyDOiTHEO o sia

DUYET  TRANG

Trang chi  Gid dich vu Office 365 Tim kigm trang web na -0

\
— CPS Management
Trang chii Ngubn cap tin tuc Tai lieu
HCM - Tao O e @ raomsi A e & pengbo v
Tim mét tép p
& diiy yén 4ng qua. Hay moi thém ngudi vao site hode bit d5u mét cuge hdi thoai. .0

SLIDE PRESENT
TAI LIEU GIOI THIEU DICH VU
MAU HOP DONG

@5 C2PC-FTI

@5 HO DIEN TOAN DAM MAY- 2017- New - DienQuang Lamp (12
thang, thanh toan theo thang)

B o.mamgne M

19-Jun-17

e Yammer
Yammer la mang xa hoi riéng gitp nhan vién két nod1 véi dang nguoi, chia
s¢ thong tin va quan ly duy an, dé€ ban co6 thé di xa hon - nhanh hon. Yammer két

ndi ban véi cac dong nghiép, thong tin va cac cudc hdi thoai. Khai thac mang ludi

ctia ban dé nhanh chong dua ra quyét dinh va dé cong viéc dugc thuc hién.

wan, Q.7, Tp. HIM

7, HCM(
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Khong quan tim dén so dd t6 chirc, Yammer tap hop nhitng ngudi ciing
chia sé nhitng muc dich chung dé su cong tac co thé xay ra - ngay ca khi dang di
chuyén. Yammer cho tit ca moi ngudi co tiéng néi, cho phép ban nim bét co hoi
dé vuot 1én ban mo ta cong viéc ctia ban va chia sé nhitng ¥ tuong dé dua ban va

cong ty cta ban tién Ién phia trude.

& hitps.//www.yammer.com/msita.udnam/#/threads/

msita.udn.vn

YiHome B inkox 'Y Q Searct -, Invite
-E?,‘.", Quang Lé G urcate: B roLl PP PRAISE
What are you warking an?
GROUPS
| Lave Microsoft ]  t1op . A - Folowing o SUGGESTED PEOPLE See All

bear's family |7] % afeivie Follgw =
D SLies  To All Company =

Develapment %‘ tran thi xuan "
- . by Search for People
PHONG A0 TAD |_| .Mc! trang chuyén Ivs' mang dao tao lap trinh dng dung kha hay R HongAn Dioh
it/ fwww tutorsspaint.com, .
Social Media EI
SUGGESTED GROUPS S
Da Nang 5 Tutarials for Tika, DOM, Angularis. IMS-DB m tran thi xuan
= NGN. Sed. WCF. JPA. Apache POL Signals E‘n SOCR&D o =
T Suppart & D 6 | and.. .
£y Operations o l I inh tran
HR 0| e "] e
L& Trin Vil Birth
Al Company [x] 3 4 E i o
o COMPANY RESOURCES

Q Browse Groups

N > i < an m HNguyen Dac Gla Bao
YOI e wo glang e
admir .y Moo vidn

NETWORKS -

«  Thay doi doanh nghiép véi Yammer

Thé giéi dang thay ddi lién tuc - va cic cong ty phat hién ra rang ho can
mdt cach thirc lam viéc cung nhau méi dé thanh cong. Tai Yammer, rng dung da
gitip hon 200.000 cong ty hang dau - bao gdm 85% trong danh sach 500 ciia
Fortune - trén hanh trinh lam viéc xa hgi . Hay cdng tac, cung tham gia, va ddi
méi v&i Yammer trén mdi bude dudng.

«  Thiic ddy ndng sudt théng qua cong tic nhom

Doanh thu ting. Dich vu khach hang t6t hon. Cac quy trinh hiéu qua hon.

Khi d6i ctia ban lam viéc cung nhau, s& xdy ra nhiing diéu tuyét voi. Yammer cai

thién hop tic nhém dé gitp ban chia sé ¥ tudng, khuyén khich sing tao va dua ra

Ldu 1, L& L.298-318-338 duong Tan Thuan, KCX Tan Thudn, Q.7, Tp. HCM
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quyét dinh nhanh chéng hon. Sip xép nhom cta ban, pha v& cac rao can, va duy
tri két ndi trén bat ky thiét bi ndo voi Yammer.
o Thu hut moi nhdan vién
Mot lyc lugng lao dong ban ron 1a diéu tbt cho kinh doanh: nang suit cao
hon, lgi nhuén cao hon va doanh thu thap hon. Yammer ting cudng su tham gia
ctia nhan vién dé tat ca cac thanh vién nhom déu co tiéng ndi - va cac cong cu va
thong tin dé 1am dugc nhiéu hon. Cai thién truyén thong cua cong ty, xi hoi hoa

hoc tép va to chirc, va cong nhan tai nang hang dau véi Yammer.
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