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1.Truy cap mail trén website

Budc 1: Truy cap vao dudng link https://outlook.office365.com

Budc 2: Nhap théng tin tai khoan (Tén tai khoan, mat khau).

Budc 3: Hoan thanh.

) @] outlook.office365.com

Symantec [l Cisco [l ESET | Kaspersky [l Mcafee [ Microsoft [l Google [l Orace [l YMware [ Linux [# Wordpress [l

= = i Delete T Archive & Junk ~ < Sweep B3 Moveto v <J Categorize ¥ (O Snooze
' Folders @ Focused Other Filter ~ New booking: test for 2
[e]]
= £} Inbox 249 Today test
Fri 12/31/2021 3:17 PM

4 & Drafts @) test To: Truong Thai Kiet

New booking: test for 2 3:17 PM
v B Sent Items New booking from test 2 with Truon...
n li] Deleted ltems 10 o test

New booking: test for 2 317 PM
N © Junk Email 2 New booking from test 2 with Truon...
-

B Archive Truong Thai Kiet

= Your test booking calendar...  3:15PM

& Notes Microsoft Bookings Office Hello Tru...

m - .
Conversation His... This week

2.Cai dat mail trén iPhone

Budc 1: Vao Settings > kéo xuéng dudi chon Accounts & Passwords > Add Account.

Settings ¢ Settings Accounts & Passwords

ﬂ Accounts & Passwords

5 mai

ﬂ App & Website Passwords

ACCOUNTS
| Contacts iCloud
Contacts, Photos, Storage & Backup
r
=4t Calendar Add Account

Ghi cha: i0S 10, vao Mail > Accounts >Add Account

Budc 2: Chon Exchange.
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https://outlook.office365.com/

< Mail Add Account

MiCloud
@& Exchange

Google
YAHOQ!
Aol.

B4 Outlook.com

Other

Budc 3: Nhap thong tin mail > chon Next.

Cancel Exchange Next

Email TRoussel@contoso.com

Description Exchangel

Chon Sign In.

Sign in to your
" contoso_team .onmi-
crosoft.com” Exchange
account using Microsoft?

Your email address will be sent to
Microsoft to discover your Exchange
account information.

Configure Manually

Sign In

Budc 4: Nhap thong tin méat khau > chon Sign in / Next.
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m Microsoft

Enter password

TRoussel@contoso.com

Password

Back

Sign in

L

Budc 5: Chon Accept.

iI0S Accounts
i0S Accounts needs permission 1o

¢ Access your mailboxes ©
* Sign you in and read your profile ©

You're signed in as:
TRoussel@contoso.com

Show details

Budc 6: Chon dong bé va chon Save. Xong!

Cancel Outlook

) wai

u,i Contacts

=31 Calendars
Reminders

Notes

Save

ojSlelele
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3.Cai dat mail trén Android (Gmail app)

Budc 1: M& Gmail app > chon Settings > Add account > Exchange and Office 365.

™M

G

o0&

Set up email

Google

Outlook, Hotmail and Live

Yahoo

Exchange and Office 365

Other

Budc 2: Nhap théng tin mail va mat khau> chon Next.

™M

Add your email address

Enter your email address

yourname(@hotmail.com

MANUAL SETUP NEXT

™M

yourname@hotmail.com

Password

LN

NEXT

Budc 3: Xuat hién canh bao Redirect request > chon OK. (Néu co)
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A Redirect request

To configure your account, Gmail is
being asked to send account info to
https://autodiscover-s.outlook.com
/autodiscover/autodiscover.xml. Is
this OK?

CANCEL OK

Budc 4: Chon OK. (Néu co)

A Remote security
administration

The server outlook.office365.com
requires that you allow it to remotely
control some security features of
your Android device. Do you want to
finish setting up this account?

CANCEL OK

Budc 5: Xuat hién Action Required to Sync Email > chon Use another Mail app
instead. Xong!

(Néu khéng hién théng bao, vui long bd qua budc nay dé thiét bi tu déng bo)
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Set up Outlook and
focus on what's
important

Only Microsoft Outlook offers you a
Focused Inbox that keeps important
emails front and center. It even works
with your Gmail and most work and
school email services.

Get Qutlook for Android

Use another Mail app instead
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4.Cai dat mail bang &'ng dung Outlook mobile

Budc 1: Cai itng dung Microsoft Outlook trén Google Play hodc Appsote
Budc 2: M& iing dung Outlook va chon Add Account
Budc 3: Nhap théng tin email va mat khau > chon Continue. Xong!

Add account .

Enter your work or personal email address

¢« yourname@yourdomain.com

Enter password
yourname@yourdomain.com

CONTINUE >

5.Cai dat va cau hinh Onedrive

Budc 1: Tai va cai dat Ung dung Onedrive tai
https://go.microsoft.com/fwlink/p/?linkid=844652

Budc 2: MG (ing dung Onedrive (Cé thé seach hodc tur icon & gdc phai dudi man hinh
chon Setting > chon add Account)

Open your OneDrive - Personal folder
Settings [s

View online

Pause syncing

My premium features

Help topics

Send feedback

Close OneDrive

O &

Open folder View online More

426 PM
422/2019

& = T Q)

=
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https://go.microsoft.com/fwlink/p/?linkid=844652

Budc 3: Nhap thong tim mail va mat khau

& Microsoft OneDrive

Set up OneDrive

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

| Enter your email address

Budc 4: Chon Next. Xong!

& Microsoft OneDrive

Your OneDrive folder

still have them on this PC.

Your OneDrive folder is here
D:\Users\Jeanne\OneDrive - Contoso

Change location

Add files to your OneDrive folder so you can access them from other devices and
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6.Dong bo Sharepoint (Chia sé dir liéu chung moi nci)

Budc 1: M& Portal > chon SharePoint. Hoac vao thang vdi link

Luu y: Sau nay sé c6 nhiéu site khac nhau phu thuéc vao du an va sé cap nhat thém link

qua mail.

Budc 2: Chon Documents (tai liéu)> chon Sync(Bong bo).

+mm. 1 v P

@ Sync

[

Budc 3: Xuat hién clra s6 yéu cau quyén tu Microsoft OneDrive > chon Comfirm hoac

Okay.

Open Microsoft OneDrive?

-—> Open Microsoft OneDrive

£ Q

Getting ready to sync...

We are connecting to OneDrive on your device.
Copy library 1D to configure this library to sync
automatically.

If there is no response, you may need to get the latest
version of OneDrive.

Luu y: D€ truy cdp nhanh vao sharepoint, nén chon icon toa nha nam goc trai.
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&« v 41 » Const Khang Duc » General - Documents

Name Status
3+ Quick access

& <

General - Documents
@ OneDrive
@ OneDrive
@ OneDrive

% This PC

7.Chia sé nhanh cac file/folder trén onedrive/sharepoint

Budc 1: Chon file/folder can chia sé > chudt phai vao déi tugng > chon share

<« > P » OneDrive
Name Statu
7+ Quick access
eScan !
& - VMWAF View >
General - Documents Sort by >
Ho Chi Minh Group by >
Tra Vinh Refresh
@ OneDrive Customize this folder...
Document Paste
Guide Paste shortcut
Note Undo New Cirl+Z
Notebooks /_/ @& Share <—-——-——
L- View online
Photo Always keep on this device
Share Public Free up space
Soft Give access to
Work New
@ OneDrive - Personal Properties

Budc 2: Chon Copy Link dé chia sé nhanh véi link hodc chon more app dé gdi qua mail
hoac zalo...

Hodc nhap truc ti€p mail ngudi nhan > chon Send
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@ Share "eScan”

Send Link

eScan

Anyone with the link can view >

Enter a name or email address

Add a message (optional)

_) @

Copy Link More Apps

Luu y: Viéc chia sé file mac dinh sé anh hudng viéc bao mat thong tin. Vui long chon

tab sau dé tuy chinh. Nén bo check Allow Editting > chon ngay hét han link va dat pass
cho link.

@ Share "eScan”

. Link setti
Send Link . K SeIngs

o eScan
eScan

Who would you like this link to work for?
Learn more

Anyone with the link v

People with existing access

Add a message (optional) Specific people

Anyone with the link can view >

Enter a name or email address

Other settings

m |:| Allow editing

Set expiration date X

£ Set password

Apply Cancel

Copy Link More Apps

8.Huéng dan sir dung Microsoft Teams cc ban

Pang nhap phan mém
Truong Thai kiét — info@thaikiet.com Trang 12



Budc 1. M& Uiing dung Teams.

e Trén Windows, chon Start Start button > Microsoft Teams.
e Trén Mac, m& Applications va chon Microsoft Teams.
e Trén dién thoai, nhap the Teams icon.

Enter your work, school,
or Microsoft account.

Budc 2: Nhap thong tin tai khoan va méat khau
Chia sé file
Budc 1: Trong doan hoi thoai, chon nut Attach dugi thanh cong cu.

e Recent (Thu muc, dif liéu gan day)

e Browse Teams and Channels (Tim d{ liéu trong Teams)
e OneDrive (Tim d{r liéu trong Onedrive)

e Upload from my computer (Tai [én tU may tinh)

Budc 2: Chon file >Share a link.

Tham gia cudc hop

Trén irng dung

Budc 1: M3 Teams, chon Join. Cé 2 tuy chon:

e Join Microsoft Teams Meeting: Vao tu IGi mai tham gia.
e Dial-in number and conference ID: Vao v&i 1 ID cudc hop.

Budc 2: Tuy chinh thém vé tiéng va hinh anh néu ban muén.
Budc 3: Chon Join now.
Tham gia nhanh trén Web

Budc 1: TU IGi mai qua mail, chon Join Microsoft Teams Meeting.
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Budc 2: Chon Join on the web instead.
Budc 3: Nhap tén va chon Join now.
Tao lich cudc hop

Budc 1: TU ing dung chon Calendar.
Budc 2: Chon New meeting.

Budc 3: Nhap théng tin cudc hop:

e Dia diém hop truc tuyén
e Nhap tén ngudi can mdai hop
e Nhap ndi dung cudc hop

"n @ £ @B 9 ¢

Budc 4: Chon Save

S« dung chia sé tap tin online qua Sharepoint

Budc 1: Tu trong clfa & File Explorer, chon Folder can truy cap.

Budc 2: SU dung tai va chinh srta dif liéu

PRI E A N Ry T

v [ Cong t:,rTNHI-_
TECHMICAL GROUP - Documents

g Creative Cloud Files

~ [ This PC
M 30 Objects

9. Gui email dudi tén khac (Mail nhém, sharemailbox)

Budc 1: TU mail dang soan, chon Option > Chon From
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=2 Untitled - Mes

File Message  Insert FormatText Review Help  Acrobat Q Tell me wh|

B colors - - o— o0 . . [=
[ — | — [ ] Request a Delivery Receipt '
Fonts - dme (& () =]
Themes Bcc | From  Permission  Use Voting R - Save
. equest a Read Receipt
- [@lEffects - Buttons ~ Iterm
Themes Show Fiel rmission Tracking T

) From
:EI To..
Send —

C

Subject

Thanks & Best Regards

Trwong Thai Kiét

Budc 2: Trong clfa s6 mdi hién [én > Nhap théng tin email (mail nhém hoac
sharemailbox)

Send From Other Email Address *

From...

oK Cancel

10.Thu héi email da gui trong i'ng dung Outlook

Budc 1: TU email da gui, chon File

WL Help  Acrobat Q Tell me what you want to do

x D @ @- @) eteetng @ a|‘:|'I;Iec::1’1dlc;rr:1ail %BDDnM;

[ ] . Delete Archive Reply Reply Forward EEI Moare - Sensitivity o)
Al B (& Reply & Delete ¥ Creat
Delete Respond Sensitivity Quick Steps

P Truong Thai Kiet kythuat@pavietnam.vn

. ¥+ Ct:Tralgi: [Ptieptan] Fwd: Gia han - Domai~

'o You replied to this message on 17/05/2023 15:28.
If there are problems with how this message is displayed, click here to view it in a web browser.

Dear Team,
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Budc 2: Chon Resend or Recall

S
S Ct a1

. [Ptieptan] Fwd: Gia

Save
Restrict permissions to this item
ST Q Set up restrictions for this item. For example, you may be able to restrict r
Set from forwarding the email message to other people.
B Saveas Permissions ~
Adobe PDF
Save Attachments ¥ Move item to a different folder
Maove or copy this item to a different folder.

Print Move to Current Folder: Muc da GUi

Folder -
Close

T Message Delivery Report

Office 0 Review delivery report for this email message, including the date and tim
Account Open Delivery | message was delivered to the recipients.

Report

: T Message Resend and Recall
Ontians 6 Resend this email message or attempt to recall it from recipients.
Resend or
Recall -
D Properties
=1 Set and view advanced options and properties for this item.
[ T Size: 3 MB

Some recipients may have already read this message.

Message recall can delete or replace copies of this message in recipient
Inboxes, if they have not yet read this message.

Are you sure you want to

Q) Delete unread copies of this message

() Delete unread copies and replace with a new message

@ Tell me if recall succeeds or fails for each recipient

oK Cancel

11.Hudng dan cai MFA trén tai khoan Microsoft 365 (Xac thuc 2 budc sau
12/2022)
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Budc 1: Lan dang nhap dau tién sau khi MFA dugc bat. Chiang ta can tai ing dung
Microsoft Authenticator trén dién thoai (Co6 ca trén iOS va Android)

Microsoft Authenticator

app. Download now

After you install the Microsoft
your device, choose "Next".

Start by getting the app

™\
o On your phone, install the Microsoft Authenticator

| want to use a different authenticator app

Authenticator app on

Budc 2: Sau khi cai xong trén dién thoai, chon Next dé ti€o tuc

Microsoft Authenticator

Set up your account

When prompted, allow notifications. Then add an
account, and select "Work or school".

Budc 3: Chon icon + gbc phai trén dé scan QR hién thi trén man hinh (Luu y 1a man hinh

dang dang nhap may tinh)

Microsoft Authenticator

code. This will connect the
app with your account.

Can't scan image?

Use the Microsoft Authenticator app to scan the QR

Microsoft Authenticator
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Budc 4: Chon Next dé tiép tuc

Microsoft Authenticator

v/

Let's try it out

Approve the notification we're sending to your app.

Resend notification

Budc 5: Sau khi thanh cong chon Next. Lic nay ban sé dang nhap lan dau tién trén dién
thoai, ban can xac thuc ma sé code chinh xac.

Microsoft Authenticator

v/

Notification approved
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