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VIGLACERA

BAO MAT TAI LIEU

Tai liéu nay thudc quyén so hitu ctia tong cong ty Viglacera va Cong ty tich
hop hé théng CMC (CMCSI). Hanh vi sao chép, phat tan toan bd hay mot phan
clia tai liéu nay dudi bat ky hinh thirc nao ma khong dugc su dong v cia tong
cong ty Viglacera va Cong ty tich hop hé théng CMC (CMCSI) 1a vi pham phép
luat.
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I. Muc dich tai li¢u
Tai liéu “Hudng dan huéng dan sir dung Office 365” dugc sir dung trong du
an “Mua sam ban quyén phan mém Microsoft cho Cong ty me - Tong cong ty
Viglacera — CTCP va céc cong ty thanh vién” nham:

Hudéng dan nguoi dung cich sir dung Office 365

II. Pham vi ap dung
boi tuong sur dung tai liéu 1a toan bd cac can b duoc cép quyén st dung
Office 365 tai Tong cong ty Viglacera — CTCP va céac cong ty thanh vién.

I11. Giéi thiéu vé Office 365

Microsoft Office 365 1a mot dich vu dién toan dam may ctia Microsoft, cung
cAp mot b san pham cac tmg dung nhu Exchange Online, SharePoint Online,
Skype for Business. Microsoft Office 365 ngoai ra con cung cip cac san pham
Microsoft Office nhu Word, Excel, PowerShell, OneNote ma nguoi dung co thé
sir dung truc tiép trén trinh duyét ma khong can cai dat Microsoft Office trén may
tinh ca nhan.

Trong tai liéu ndy, ching ta s& tim hiéu chi tiét viéc khai thac cac tinh ning
hiru ich cua Office 365 dé iing dung trong cong viéc hang ngay.

IV.N$i dung huéng din
1. DPang nhap Office 365
M¢ trinh duyét, vao link: https://portal.office.com/Home

Ding nhap bang user dugc cap
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& Signintoyouraccount X -+ - O X
S > O ‘ ﬁ login.microsoftonline.cc * : — :/; @

] Office 365

Work or school account

' tungmx@viglacera.vn

[JKeep me signed in

Can't access your account?

Sau khi dang nhap thanh cong, man hinh dashboard hién ra véi cac tinh nang
st dung mail, Onedrive, Site, Office online...

A office 365 X+ = B
&« = O B voralotcecom o W = # £

Collaborate with Office Online

Oh hey, Mai

Xuan Tung.

Send instant messages. have online meetings, and make calls.

Install Skype for Business

Skype for
Business



Syste
Integration

ddd
“ Tdng cong ty Viglacera

2. St dung mailbox trén Office 365
bé sir dung mailbox, tai man hinh dashboard, click Mail

] Office 365 X+

= a
L - O & office.com % = @ é

Collaborate with Office Online
Oh hey, Mai

Xuan Tung.

f_s_\l Send instant messages. have online meetings. and maka calls.

install Skype for Business

Néu la 1an dang nhép dau tién, s€ xuat hién yéu cau chon Language va Time
Zone, chon nhu hinh dudi, click Save

d Outlook

[English (United States) | v

[(UTC+07:00) Bangkok, Hanoi, Jakarta | v

(3 Save

Sau khi Iuu thiét 1ap, hé thong s& chuyén dén giao dién dé sir dung mailbox
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B Mail - Mai Xuan Tung - X 4

<~ O 8 office.com ¥
Outlook
Search Mail and Pecple O @ New | v
~ Folders Inbox | w
Inbox
Sent Htems
Drafts
Maore >
~ Groups

< Browse

+ Create

3. St dung Office online

Dé st dung Office online (Word, Excel, Power point Online), tai man hinh
Dashboard, chon phian mém twong Gng. Gia sit mudn st dung Word Online:

Collaborate with Office Online
Oh hey, Mai

Xuan Tung.

[S\ Send instant messages. have onkine meetings, and make calis,
=) install Skype for Business

Skype for
Gusiness

bé tao mot van ban madi, chon New blank document
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<« O & live.com

Word Online Get Word for your

Recent

you'll see

New blank document General notes APA style paper

Nhap ndi dung van ban

ne Mai Xuan Tung Document
FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Tell me what you want to d g OPEN IN WORD
(_) Wik & - A o -
B Times New Roman ~ 2 - : =ri=—TEEMNM N ]
imes N oman 0 A A =g dl Sl AaBbCc AaBbCc £
Paste B I U ak x, x* 3~ A- = = = = [E- = Norma No Spacing

¥ Format Painter

Khi muon luu van ban, click File
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22 | Word Online | Mai Xuan Tung

- .
FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Tell me what you want to do ¥
e a pp— 1 — e
A "'t] Times New Roman ~ 20 - A A P =~ = v & = M W
Paste B I U ax x, x’ ¥~ A- = === (- =
™ Format Painter
Undo Clipboard Font Paragraph
Click Save As
Save As
Fl -
A Save a copy online.
: Rename
= |
: Rename this file.
- Download a Copy
mg Download a copy to your computer.
: Download as PDF
-rE]. Download a copy of this document to your computer as a PDF file.

Dién tén file, click Save. Néu tich chon Replace existing file thi néu dang luu
file trung tén vai file minh can ghi, phan mém s€ xo6a file dir liéu trén file cli va

ghi vao dit liéu méi.

10
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Save As

Enter a name for this copy:

Replace existing file

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

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

© Save As

Info

Open
Save As EIJ
Print
Share ==
About =
Help

Chon nhu hinh duéi

Microsoft Word Online

Your document is ready.

Save As

Save a copy online.

Rename

Rename this file.

Download a Copy

Download a copy to your computer.

Download as PDF

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

I; lick here to download your document

Close

11
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Cho trong vai gidy, sau khi hién thong bao download finished, click Open
Folder

Microsoft Word Online x

K_il’:;ln t!'}] t Your document s ready

Llick here to download your document;

lTesﬂ.docx finished downloading.] Open View downloads  x
Kiém tra thay file testl da co trong may
Name - v Date modified Type Size
Compressed 12/22/2015 8:53 PM  File folder
Documents 12/22/20158:53 PM  File folder
Music 12/22/2015 8:53 PM  File folder
Programs 12/22/2015 8:53 PM  File folder

Video )

" Testl.docx 1/15/2016 11:21 AM  Microsoft Word D... 15 KB

53 PM  File folder

=]

Pé m& mét file trén Office 365, chon File -> Open -> Click vao file cAn mo.
Néu khong thay file d6 trong muc Recent Documents, click vao More on
Onedrive for business dé tim file.

12
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© Open

Info Recent Documents

] m = Testl.docx

viglaceravn-my.sharepoint.com » personal » tungmx_viglacera_vn » Documents

Open

m & Document.docx

Save As viglaceravn-my.sharepoint.com » personal » tungmx_viglacera_vn » Documents

Print .
More on OneDrive for Business

Share

About

Help

Click Edit Document -> Edit in word online

Mai Yuan Tung Test! | B oot & Shaee
Edit in Word
Use the full functionality of Microsaft
Word.

ﬁ Edit in Word Online

7 Make quick changes nght fiere in
your browssr,

Kiém tra tinh nang office Online

Str dung tuong tu voi Excel online va Power point online

4. Str dung OneDrive for business
Tai man hinh Dashboard, tich chon OneDrive

13
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a
< = 0O (8 office.com | = & £

Collaborate with Office Online

Oh hey, Mai

Xuan Tung.

PowerPoint
Online

Get Skype for Business

@ Send instant messages. have online meetings. and make calls,
Install Skype for Business

Skype for
Business

bay la noi chira cac file Word, excel, power point khi Save online va cac file
duoc nguodi dung upload 1én Cloud.

B Search FNew v T Uploasd v £ syne [ Open 45 Sort v
~ Mai Xuan Tung Files
Files
o Hame Modified Mogites By File Size Sharing
Recent
8" Documentdock e 21 minutes ago Mai Xuan Tung 1444 KB B Only you
Shared with me
R B a- DS can bo TCT 20-10-2015.x1s i Yesterday at 7:19 M Mai Xuan Tung 4958 B Only you
ecycle bin
2% Testldoox s 14 minutes ago Mai Xuan Tung 1444 KB @ Only you
~ Groups L

Groups bring tesms
together. Join one or create
your cwn.

Dé upload dit lidu 1én OneDrive, click Upload, chon file néu mudn upload 1

file riéng 1é hoac chon folder néu mudn wupload c4 thu muc
L Search @ New v 0 T 2 sync [ Open

A Mai Xuan Tung Files
.
Files
v Name Modified
Recent
@  Document.docx s+ 21 minutes ago
Shared with me
; a DS can bo TCT 20-10-2015.xls ss Yesterday at 7:19 PM
Recycle bin
- Test1.docx e 14 minutes ago
~ Groups +

Groups bring teams
together. Join one or create
your own.

14
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Chon file can upload, click Open

Open X
-~ v > ThisPC » Documents » Snagit v O Search Snagit P

Organize New folder e 1 O

i v y
& OneDrive Name Date modified Type

Program 1/5/2016 8:48 AM File folder
SampleSNAG.snag |

[ This PC
I Desktop
=) Documents
-‘ Downloads
J\ Music

3/21/2011 6:07 PM  Snaglt Editor Image

& Pictures

B videos

‘e Local Disk (C:)
== DATA (D)

- SETUP (E3)
>
File name: | SampleSNAG snag v| [ Anfiles () v
=1 o
Thoi gian upload tuy thudc vao dung luong file va toc d§ duong truyén, sau
khi upload xong, file mé1 s€ dugc nhin thay trén Onedrive
@ Newwv 2 Uploadv & Sync [ Open =
Files
v Name Modified Modified By File Size Sharing
2% Documentdocx we 28 minutes ago Mai Xuan Tung 1444 KB @ Only you
Q'] DS canbo TCT 20-10-2015.xs e Yesterday at 7:19 PM Mai Xuan Tung 495K8 & Onlyyou
| e A few seconds ago Mai Xuan Tung T202 KB i Only you
@7  Testl.docx w21 minutes ago Maj Xuan Tung 1444 KB @ Only you

Mudn chia sé mdt file cho nguo1 khéc, click chon nhu hinh duéi:

15
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@ Newwv 2 Uploadv & sync [ Open

Files
v Mame Modified Modified By
@5 Document.docx 28 minutes ago Mai Xuan Tung
8] DS can bo TCT 20-10-2015.4s Yesterday at 7:19 PM Mai Xuan Tung
SampleSNAG.snag A few seconds ago Mai Xuan Tung
we 21 minutes ago Mai Xuan Tung

@7 Testl.docx

File Size

1444 KB

49.5K8

T202KB

1444 KB

8 Only you
8 Only you

@ Only you

Tai tab Invite people, dién email ciia ngudi muon share file, chon can view
néu mudn nguoi dugc share chi cd quyén doc file, chon can edit néu muoén ngudi

do co thé sua file. Click Save

Share 'Document'

B Only shared with you

Invite people IP CMCCorp x

Get a link

Include a personal message with this invitation (Optional).

Shared with

[J Require sign-in

P
Can edit

Can view

Dé xem cac file dd dugc ngudi khac Share cho minh, click Shared with me

16
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~ Mai Xuan Tung Shared with me
Files
v Name Modified
Recent
. @ Presentation.pptx L 1/11/2016
Recycle bin
~ Groups +

Groups bring teams
together. Join one or create
your own.

- Browse Groups

4+ Create Groups

5. Str dung Skype for Business

5.1. Cai dat Skype for Business
Tai man hinh Dashboard, click Install Skype for Business

Collaborate with Office Online

PowerPaint
Online OneNote Online

Get Skype for Business

@ Send instant messages, have online meetings, and make calls.
I_Tnstaﬂ Skype for Business]

Skype for
Business

Chon phién ban 32-bit hoac 64-bit phuc thudc vao Microsoft Office dang st
dung. Thuong 1a phién ban 32-bit. Click Install

17
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Install Skype for Business

Send instant messages, have online meetings, and make calls.

S

Skype for
Business

Language: Version:

[English (United States) B 2-bit (Recommended)
64-bit

Review system requirements

[ nsta ]

Cho download xong, click Run

Language: Version:

[English (United States) V] [32:bit Recommended) ¥/

Review system requirements

| Install

Launch Skype for Business Web Scheduler

If you don't have Qutiook or Windows, use Skype for Business Web Scheduler to set up, join, and ge Skype for Busi gs. Leamn more
Launch Skype for Business Web Scheduler
setupskypeforbusinessentryretail.x86.en-us_exe finished downloading. Open folder View downloads X

Tich chon I understand. Click Install Anyway

18
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] Office

Stop, you should wait to install Office 2016

You won't be able to receive mail from a current mailbox.

Outlook 2016 is not compatible with Exchange 2007. You may want to contact
your mailbox provider or system administrator about this issue.

Learn why

FA1 understand. | don't want to wait. Install Anyway I'll wait

Cho qua trinh cai dat trong vai phut

Office

Installing Office

We'll be done in just a moment.

5.2. St dung Skype for Business
Sau khi cai dat xong, tai man hinh Desktop, chay file Skype for Business

19
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M &

pTorrent Evernote Freemake
Video C...

NN

Mozilla Skype for
Firefox Workstatio Busines...

TeamViewer UniKey Hearthstone
10

= 2 .

Foxit Reader Start Battle.net
BlueStacks

Ding nhap bang tai khoan Office 365, click Sign in

Skype for Business Basic ® - 0o x

Skype for Business

Sign in

Sign-in address:

tungmx@viglacera.vn

Use the sign-in address for your organization - not a Skype Name or
Microsoft account

A
Learn More

Sign in as:
© Available ~

Nhap password, click Sign in
20
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Skype for Business Basic

Skype for Business

Sign in -

Sign-in address:
tungmx@viglacera.vn

Change
Use the sign-in address for your organization - not a Skype Name or
Microsoft account

Learn More

Password:
s —

|| Save my password

Sign in as:
© Available -

bang nhép thanh cong:

@ Skype for Business Basic

What's happening today?

Mai Xuan Tung
Available ¥
Set Your Location ¥

(11]
(111}
LL L

=

Find someone
GROUPS STATUS RELATIONSHIPS NEW
4 FAVORITES

4 OTHER CONTACTS (0)

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

21
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bé tim mot nguoi khac, dién tén nguoi dé vao 6 tim ki€ém

Skype for Business Basic fes]

What's happening today?
Mai Xuan Tung

Available ¥
Set Your Location ¥

cmc x

q;
%

MY CONTACTS

CMC Corp - Offline 1 day

DPé thém mot lién hé mai ngoai cong ty, chon nhu hinh duéi

Skype for Business Basic

What's happening today?

Mai Xuan Tung
Available ¥
Set Your Location *

- o0 # B

GROUPS STATUS RELATIONSHIPS NEW

4 FAVORITES

4 OTHER CONTACTS (0}

Create a New Group

| Other I

To add contacts, drag from another group or add from search. Display Opticns

bién email cua nguoi can add, click OK

22
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Add Other contact

Enter Other contact information or send invitation

IM Address:
I ndhoang@cmc.com | | &

Example: someone@domain.com

Add to contact group:
Other Contacts v

Set privacy relationship:
External Contacts -

Share only my name, title, email address, company, and
picture

OK ‘ l Cancel

Mubn gui tin nhén cho nguodi khac, chudt phai, chon send an IM; muén goi1
dién, chon Call; mudn thuc hién mdt cudc goi c6 video, chon Start a Video call

4
Mai Xuan Tung
Available ¥

@ Set Your Location ™

2 0 @ o

cmc x
MY CONTACTS

CMC Corp - 0*tinaddas e

Send an IM |

Call ' >

Start a Video Call

Send an Email Message
Schedule a Meeting

Copy

Find Previous Conversations
Add to Favorites

Add to Contacts List »
Tag for Status Change Alerts
Change Privacy Relationship *»

See Contact Card

23



