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CHIA SE VOI OFFICE 365

GIOI THIEU CHUNG VE OFFICE 365

KHONG GIAN OFFICE 365

Office 365 la mét bang giao dién cho moi Ung dung cta Microsoft. Vi giao
dién nay, ngugi dung cé thé tim thdy nhitng (ng dung, tap tin, tai liéu hay
st dung hoac vira mdi st dung.
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e Xin cha o Sy 1. Dai béng Ung
In chao C3i dit Offi w e dung
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SU DUNG ONEDRIVE

OneDrive la khéng gian luu trit ca nhan. N6 luu trir va té chilc cac tap tin
Office 365 cua ngudi dung.

i Office 365 £ Tim kiém [ T 5
Xin chao Cai dat Office . s
o 1. Nhép chon biéu
tugng OneDrive
+ & (o | @ ®H S @®W D
B:t a0 nm Outlook OneDrive Word Excel PowerPoint OneNote SharePoint
ung méi
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Vi tri trén man hinh
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Training 0365 + Mg v T Tailen v 3 Dongbo  #E Tudéng hoa I= sgpxgp ~» =~ O

£ Tépcuatoi

D oy @ \ 2. Giao dién trang

A& Dachias chu OneDrive hlén

T Thing rac O wn DA sifa d6i Mo St d6i Kich thude Lép Dang chia sé thl Cé C té p tl n Vé th u
Thu vién dugc chia sé Microsoft Teams Data 16 Théng Ba raining 0365 1 muc Figng t : :
Bl 1520782 - Toan P . muc.
Tép tra chuyén qua Microsoft Teams 16 Thing Ba Training 0365 1 muc Riéng 1y
Class Tutorial
8] Bookxisx 3 ngay truse Training 0365 777 KB Rigng tu
Tao thi vign chung
@ _‘C(}ng tac va chia sé.docx Hom qua lGe 10:14 PM Training 0365 107 KB Riéng
"
B| "Cong tac va chia sé pptx Ham qua ldc T:57 AM Training 0365 362 KB Riéng tu
a )Icéng tac va chia séxlsx Ham qua lae 10:04 AM Training 0365 TT9KR Riéng tu

\ 8 “Saxsx Hom qua lic 955 AM Training 0365 775 KD Riéng y
Téi ting dyng OneDrive
Tré v2 OneDrive c6 didn e

Vi tri trén man hinh

O Tim kigm

O Tim kigm

i OneDrive : iR onepive / 3. Tao tap tin hoac
o
Training 0365 e T Tailen v 3 Dongbo & Training 0365 Bl o T Tailen |3 Dongbo 44 thu muc mé’l, nhép
Bl Tep cuatsi B Tép cua toi Mgi
D cinay Tép O anay Tép
A Pachiasé A Pachiasé
~ 20 NA

— - @ Thingric O 4. Nhap chon Tai lén

. . N . . N ~ "~ A . 13
Thu vién dude chia sé 5 Microsoft Teams Data Thy vién dude chia sé o0 Microsoft Teams Data dé thém tap tin hoac
. 19-20742 - Tean Tép tro chuyén qua Microsoft . Letazicen Tep tro chuyén qua Microsoft thU muc dé Cé.
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Vi tri trén man hinh
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Tép
[ Ten Da sila dGi Nguti Sira ddi Kich thudc tép Pang chia sé
i @ 16 Thang Ba Training 0365 1 myc Riéng tu
Microsoft Teams Data & 9 9 9
Tép tro chuyén qua Microsoft Teams 16 Thang Ba Training 0365 1 mic Riéng tu
Tép
O wn Chia sé Judi Sira d6i Kich thuc tép DPang chia sé
] Microsoft Teams Data GD Sao chép lién ket sining 0365 1 muyc Riéng tuf
. N . Yéu cau tép - ) N
Tép tro chuyén qua Microsoft Teams sining 0365 myc Riéng tu
Quan ly quyén truy nhap
B Book.xlsx sining 0365 TITKB Riéng tu
Tai xuéng
M| Céng tac va chia sé.docx ” sining 0365 10,7 KB Riéng tuf
oa
@] "Cong téc va chia sé.pptx Di chuyén dén sining 0365 362 KB Riéng tu
N s
B | Cang tac va chia sé.xlsx Sao chép dén sining 0365 779 KB Rigng tu

[ ]

Vi tri trén man hinh

Chia sé

Gui Lien két

[3 Sao chép I@két

Yéu cau tép

Quan ly quyén truy nhap
Tai xuéng

Xdéa

Di chuyén dén

Sao chép dén

Vi tri trén man hinh

7

stra
\

Bat af ai c6 lién két déu c6 thé chinh

|Nh?ap tén hoéc dia chi email

Thém théng diép (tay chon)

@ o

Sao chép Lién két Outlook
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5. D& quan ly cac tap
tin, nhap chon dé té

sang dong chtra tap

tin hoac thu muc

6. Nhap chudt vao

dau chdm ling *

7. Chon Chia sé

8. Lua chon ngudi
minh muén chia sé
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Cai dat lién két
Ban mudn lién két nay hoat déng cho
nhitng ai? Tim hiéu thém
BAt <t ai c6 lién két v
9. Quyét dinh loai
Hhﬁng ngudi trong MS Edu co quyén chinh sifa ma
lién ket ngudi dugc chia sé
Ngudi da co thé truy nhap c6 thé thyc thién.
@ Nhitng ngudi cu thé
10. Nhap chon Ap
Cai dit khac dung
Cho phép chinh sta
P&t ngay hét han X
g Datmat khau
Ap dung Huay bé @
Vi tri trén man hinh
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TAO TAP TIN MO

..

OneDrive

Training 0365 o

1. Nhédp chon +M@éi.

+ mei v | T Tailen v

B3 Tep cia téi Thu muc 2. Chon kiéu tap tin
O Ganday e @ Tai lieu Word mudn tao.
£ Pichiaseé @] S&lam viec Excel

Thuing rac @) Ban trinh bay PowerPoint L
¥ ’ 3. Tap tin sé chay
Thu vién dudc chia sé @ S8 tay OneNote trén trinh duyét clia
19-20.7A2 - Toan B Forms danh cho Excel ban.
Class Tutorial @ Lien két

[

Vi tri trén man hinh

4 Tailieu - Paluu v 4. Nhap chudt vao
Tai liéu

Tép Trang dau Cheén B& tri Tham khao Xem lai Xem Trg giup M trong Ung dung |
Eﬂ ibri (Tha v JAa A =.i=.=.==HE«
D ‘Cahbﬂ (Than) ‘ 11 ‘ A A Ao =v = v Es 2= < AaBbCc | AaBbCc
Dén B I Ua x, xX £vA-~ === =1=-3=. Binh thuding  Khang Dan
) 5. G6 tén mdi cho
Hodn tac Bang tam Phéng chi Boan vin 1K

tap tin cua ban

Huéng dén stif dung 0365 - Paluu v

Tép Trang dau Chen BG tri Tham khéo Xem lai Xem Trg giup Mé trong Ung dung trén

ﬁj |Ca\ibri (Than) v‘ 1 v‘ A A A

Dan

- AaBbCc  AaBbCc
B I Ua x ¥ £-A- S= = =1=. 5=~ Binh thudng  Khéng Dan cacl

Hoan tac Bang tam Phéng chii Boan van N

Vi tri trén man hinh
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TAO THU MUC MOl

2 1. Nhdp chon +Méi
Tao thu muc 2P AT Gl

Training 0365 o + Mai v [T Taiten v sau d6 chon Thuc

o - - muc trong thuc dan
= Tepetatdi S [Ql Tai liéu huéng dan st dung 0365 ] He trong i
D Ginaay @ Tai lieu Word tha xuéng
L Da chiasé @ 56 lam viéc Excel e
& Thung rac & Ban trinh bay PowerPoint TQO 2' GO ten thu muc
Thu vién dudc chia sé @ SG tay OneNote
@l 19-20.7A2 - Toan 8’ Forms danh cho Excel 3. Nhép chon Tao
Class Tutorial @ Lien két
Vi tri trén man hinh
(N Ten Da stra d6i
Microsoft Teams Data 16 Théng Ba 4. Thu muc vua tao
da hién trj trén
I . = » we em . I
[e_ Tai liéu huéng dan str dung 0365 Vai gidy trudc ] Onedrive
Tép tro chuyén qua Microsoft Teams 16 Thang Ba

Vi tri trén man hinh
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TAO TAP TIN TRONG THU MUC

(9 Ten © + Msi v T Tailen v £ 1. Tim va nhép chon

Microsoft Teams Data thu muc vua tao

Thu muc

Q “Tai lieu hudng dan s dung 0365

@ Tai lieu Word

_ 2. Ban c6 thé tao
___ Tép tro chuyén qua Microsoft Teams

B S& lam viéc Excel mdi tap tin dang
B Word, Excel,
B Ban trinh bay PowerPoint PowerPoint... tham

- chi ca dang lién két
I S8 tay OneNote

B Forms danh cho Excel

@ Lién két

Vi tri trén man hinh

Thu muc 3. Nhap chon +Méi,
chon tiép kiéu tap tin
[IB__' Tai lieu Word] mudn tao

B S&lam viéc Excel

@ Ban trinh bay PowerPoint
@/ S tay OneNote

B Forms danh cho Excel

@ Lién két

Vi tri trén man hinh
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Tai liéu - DA luu v 4. Tap tin sé dugc
. N A o . . iy . md&
Tép Trang dau Cheén Ba tri Tham khao Xem lai Xem Trd gitp M@ trong Ung dung 1
ﬁj | Galibri (Than) T A A A EViEeEeE E e o« S
Dén < B I Ua x, xX £vA-~ EEE Es = Binh thudng  Khéng Dén ’
v e 5. Nhap chuét vao
Hodn tac Bang tam Phéng chi Boan vin 1K

Tai liéu

Tép Trang dau Chen BG tri Tham khéo Xem lai Xem Trg giup M4 trong Ung dung trén 6. G& tén mdi cho
[T ibrf (Tha . 1A A LS. L == tap tin cta ban
D |Ca\|bn (Than) ‘ 11 ‘ A A .Ao =iz v €= 3= > AaBbCc | AaBbcc C p 5
D B I U4 x ¥ £+ A~ =S ===1=-3=- Binh thuéng  Khong Dan cacl
Hoan tac Bang tam Phéng chii Boan van N

Vi tri trén man hinh

CHIA SE TEP VA THU MUC

Ching ta cé thé dé dang chia sé chia sé thu muc va tap tin v&i ddng nghiép,
hoc sinh ctia minh
Tép 1. Nhép chon dau

cham Iting * bén
0O e~ o Chia sé canh tén thu muc

Microsoft Teams Data Sao chép lién két

o 2. Nhap chon Chia
Yéu cau tép

o *Tai liégu hudng dén sir dung 03..‘0 : se
Quan Iy quyén truy nhap

Tép tro chuyén qua Microsoft Teams

Tai xuéng
B Bookxisx X6a 3. Khi ban chon chia
'\l(ZC:nng tac va chia sé.docx Di chuyén dén se mot thu i
. ngudi dugc chia sé
@) Cong tac va chia sé.pp Sa0 chép dén s& nhin thay tat ca
N Pai té 0 lié
ICCJng tac va chia sé.xlsx oren el Ileu’trong th
N Ty déng hoa > muc do
@ ~Hudng dan st dung 0365.docx
Chi tiét

L

Vi tri trén man hinh
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Gui Lién két

Bat clf ai c6 lién k&t déu cod thé chinh
[ stra 2 ]

‘Nhép tén hodc dia chi email

Thém théng diép (thy chon)

@ H

Sao chép Lién két Outlook

L]

Vi tri trén man hinh

Cai dat lien két

Ban muén lién két nay hoat déng cho
- ” o

BAt cu ai c6 lien ket

Nhithg ngudi trong MS Edu cé

(5 ) lien két
Ngudi da co thé truy nhap

CONG DONG GIAO VIEN SANG TAO CUA MICROSOFT_MIE VIET NAM

\@ Nhitng ngudi cu thé )

Cai dat khac
e Cho phép chinh sta

P&t ngay hét han X

5 Patmat khau

(3] Apdung Huay bo

L]

Vi tri trén man hinh
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1

h\l.

4. Dé thay d6i quyén
clUa ngudi dugc chia
sé, nhap chon Bat
cr ai cé lién ké déu
¢6 thé chinh sura

5. Chon cac muc doé
truy cap ma ban
muén

6. Bo chon Cho
phép chinh stra néu
khong muén ngudi
dudc chia sé chinh
st thu muc ca minh

7. Chon bat ngay
hét han néu mudn
gidi han thdi gian

chia sé

8. Nhap chon Ap
dung

Pagelo
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C o en - e X A . CX
GuUi Lien ket GuUi Lien két

M LA L s - B&t cf ai c6 lién két déu cd thé chinh
Bat it ai co lién két déu o thé chinh N A R ..
stta ? sta 9. G tén cla ngudi
minh muén chia sé

% Cao Hong Hue X
ol cao hong| X E
A~ hhém mot ngudi khac

CAO HONG CHIN

% Cao Hong Hue .

Cao Hong Hue o
\@ U

Sao chép Lién két Qutlook

L]

Vi tri trén man hinh

10. Nhap chon Guri

Thém théng diép (tay chon)

o] e

Sao chép Lién két Qutlook

DI CHUYEN VA TAI LEN CAC TEP TRONG ONEDRIVE
Di chuyén tép

O wn Md >

Microsoft Teams Data Xem trudc . . .
1. Nhap chon tap tin

Chia sé mudn di chuyén

’\ITéi liéu hugng dan str dung 0365

Sao chép lién két
Tép trd chuyén qua Microsoft Teams

Quaén ly quyén truy nhap

m Book.xlsx ~ ~
Tai xuéng 2. Nhap chon dau
@ Cdng tac va chia sé.docx Yéa cham Iu‘ng -
E'] _\ICOng tac va chia sé.pptx Di chuyén dén
M s i s e [ Sao chép dén ] o q
B ~Cong tac va chia séxlsx 3. Nhap chon Di
S - Dai té 2 ~
[Q (W -lHu’dng din sif dung 0365.docx |2 D orten chuyén dén
. o Tu déng hoa >
B ~Sxlsx o e

Lich st phién ban

Chi tiét

-
Page1 1

Vi tri trén man hinh
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Di chuyén 1 muc

] Hudng dan st dung 0365

Pia diém

Chon dich

& OneDrive cua ban

MS Edu

19-20.7A2 - Toan

Class Tutorial

Duyét site

i

Vi tri trén man hinh

Tai lén tép hoac thu muc

. E T Tailen V| &3 Pongbo  #£8 Tudong

Tép

Thu muc

Tép

M Tn

Microsoft Teams Data
“Tai lieu hudng dén st dung 0365
Tép tro chuyén qua Microsoft Teams
8 Book xlsx

] :‘Cc'mg tac va chia sé.docx

L]

Vi tri trén man hinh

Di chuyén 1 muc

] Hudng dan st dung 0365

Dia diém OneDrive clia ban

Chon dich

& Microsoft Teams Data e

T Tailiéu hudng dén str dung 0365
. Tép tro chuyén qua Microsoft Teams

B}  Thu muc mdi

Di chuyén vao day e

Select Folder
« « 4 1 « 0365 > ME v © | Search it

Organize ~  New folder

A
% This PC

¥ 2D Objects
I Desktop
£ Dacuments
¥ Downloads

D Music

Qi

WIEE training
2019

& Picturas

W videos
sdos

« Local Disk (D7)

¥ Network

Folder: MIE

Select Folder

B Microsoft
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CONG DONG GIAO VIEN SANG TAO CUA MICROSOFT_MIE VIET NAM MIE

hﬂ.
|
4. Chon dich dén.
Lua chon OneDrive
cla ban dé di
chuyén tép tin gitra
cac thu muc trong
do

5. Chon thu muc
muén di chuyén tap

tin dén

6. Nhap chon Di
chuyén vao day

7. Nhadp chon Tai lén

8. Chon Tép hoac
Thu muc

9. Chon tép hoac thu
muc mudn tai lén.

Page1 2
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Xem thém 4 tai liéu Hudng dan tao khao sat trén Forms

LAM VIEC CONG TAC VG| MICROSOFT POWERPOINT

PowerPoint online cho phép lam viéc cong tac trén cung 1 file. Ung dung

hiéu qua trong lam viéc nhom hoac thu thap thong tin.

1. Tao mG&i mot bang trinh chiéu

L Tim kiém

Xin chao Cai dat Office . =
o 1. Nhap chon biéu
tugng PowerPoint
35 o L o ? @ & o an
Bat dau noi . dé khai dong
d i Outlook OneDrive Word Excel PowerPoint OneNote SharePoint
ung méi o o
PowerPoint online
*
s O = = » -
Teams Noctleal::ok Sway Forms Stream Ta‘::ingn‘mg

Vi tri trén man hinh

PowerPoint

L Tim kiém

MGdi o Ban trinh by mdi dudc luu vao: @ OneDrive An cha d& - N
2. Nhap chon Ban

< N ~ p

—— = trinh bay trong mgéi
ES BO SUU TAP 2 5 n
.'m Madison - dé ma mot file
e s =
Madison Atlas Bo suu tap

[ ]

Vi tri trén man hinh

2. PBat tén bai trinh chiéu
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c @ mseduvn-my.sharepoint.com

3. Nhap chon Ban

PowerPoint | Training 0365 > Documents Bantrinhbdy  palw
- - : — — - — - - trinh bay dé dat tén
Tép Trang dau Chen Vé Thiét ké Chuyén tiép Hoat hinh Trinh Chiéu Hem xet Hem Trg gidp M
—— mdi
v [F] v i Trang chigu Mdi ‘ ‘
E
Vi tri trén man hinh
LS ~ 2 S A . o \ o A7
3. Thiet dat chu de (theme) cho bai trinh chiéu
= @ mseduvn-my.sharepoint.com 4 Nhé’p chon tab

Thiét ké

PowerPoint | Training 0365 > Documents Nguyen Phuong - Diluu

Tép Trang dau Chen o Hinh v M@ trong (ing dung trén may tinh

Aa | N - -8 _-V B i 5. Chon mot cha dé

(theme) cé san trén

Vi tri trén man hinh

PowerPoint Training 0365 > Documents Nguyen Phuong - Daiuu

Tép Trang dau Cheén vé Thie et ké Hoat hinh Trinh Chiéu v M4 trong (ng dung trén méy tinh

b o \---- | i enTamp et v | 81 rn | 3 Tion ke

6. Chon mot trong
nhiing thiét ké co

san phia bén phai
Bam de thém tiéu dé

{EM TIEU DE PHU

Vi tri trén man hinh
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4. Pat tén cho tiéu deé
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g 7 e 7. Nhap tiéu dé
BAM QE THEM chinh cho bai trinh
TIEU BE chiéu

AT ALLT TN 8. Nhap tiéu dé phu
YT S cho bai trinh chiéu

8

Vi tri trén man hinh

5. Thém mdi slides

PowerPoint | Training 0365 > Documents Nguyen Phuong - Palu

Tep
5. 00

Chén Vé Thiét k& Chuyén tiép Hoat hinh Trinh Chiéu v M4 trong

Ee=m= = ]

9. Nhap chon Trang
dau

10. Nhép chon Trang
chiéu méi
Ban chiéu Mdi

11. Nhap chon mot
ki€u bd cuc (layout)
cho slide.

Title Slide Title and Content Section Header

Hoac nhap phai
Tite Only chuo6t Ién slide chon
Trang chiéu méi

1

Vi tri trén man hinh
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6. Chen hinh anh vao slide

PowerPoint

Training 0365 * Documents

Tép

3 Trang chi

Trang dau V& Thiét k&

Chuyén tigp Hoat hinh

&u Mdi

E Béng L4

e

Chén anh tur

P Thigt bi nay... €D
& OneDrive... @
l) Anh trén Bing@

Anh ] I Hinh v 3 Bidu tuong

Bam di

1

Vi tri trén man hinh

7. Chén mot sé doi tugng khac

Cong tac va chiasé - Diluu

) Hoat hinh Trinh Chiéu W

@D Db:ibing don gian

M@ trong ng dung trén may tinh @ Cho t8i biét ban muén lam gi

[tg Bié’utlrc_:l‘ng] [%

SmartArt ]lﬂ Hép Van Ban ] 'Ltj Nhén xét mdi

17

® ® 20

1

Vi tri trén man
8. Thémh

PowerPoin

Tép Trang dau

hinh
iéu 'ng chuyén trang- Transitions

t Training 0365 » Documents

Cong tac va chiasé - Dahu

Hoat hinh v

Chén Vé Thiét k& Chuyén tiép

EHienco [ |knonges [™]sien asi M) cat M&din el Ddy [ quét

rnn e

@

] (=] il D)
Khéng cé Bién ddi Mé dan Déy Quet Tach

1

Vi tri trén man hinh

o Video Tructuyén | ---

Md trong Ung dumn:

B Microsoft
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12. Nhap chon Chén

13. Nhap chon Anh
dé chén

Chén anh tu:

14. Anh c6 sén trén
may tinh

15. DU liéu trén
OneDrive

16. Tim kiém online

Mobt s6 Iénh chén:
17. Chen cacicon
theo cha dé

18. Chén cac so do
t6 chlc SmartArt
19. Chen van ban
20. Chen video

21. Nhap chon Hinh
dé chon cac hiéu Ung
chuyén slides

\®
—
&
&
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9. Thém hiéu &rng d6i tuong- Animations

PowerPoint Training 0365 > Documents Coéng tac va chiasé - Palwu

Tép Trangdiu  Chén V&  Thiétké  Chuyén tiép Hinh v M trong g dun

. D

’ Yo Khong c6 | ¥ Xust hien ¥ M& dan Y Bay Vao

—_ 22. Nhap chon Hoat
— . . A .
. hinh dé chon hiéu (ing
Y ¥4 hu hg
* ¢ w ¢ - phuhop
Xuét hién M& dan Bay Vo Tach Quét C6 3 nhom hiéu Ung:
Xuéat hién
‘_:.'\7 ',-‘,-2;& "4 . u
BN x 7’/? 71\*7 ) i\*? Nhan manh
hanh Ngau nhié Ldn 1én & Quay Phéng to >hong to Ca bar Rem . .
Bién mat
Hép Ban c& Bung réng Ludt Lén Moc Lén

—1

Vi tri trén man hinh

10. Trinh chiéu

e PowerPoint Training 0365 > Documents § 23. Nhép chon Trinh

Tép Trangdau  Chén V&  Thiétk€  Chuyéntiép  Hoat hinh v chiéu dé trinh chiéu bai
@ thuyét trinh.

@ Tir ddu Tif trang chiéu hién tai Ludn sif dung phu dé& v

11. Chia se

Cong tacva chia sé - Dl @D Dbiibing don gidn Training 0365 24. Nhé'p chon biéu
hinh Trinh Chiéu M& trong (tng dung trén may tinh ' Cho téi biét ban mudn 13m gi = =R tudng Chia sé dé chia sé
) =.| B jo) @@v bai trinh chiéu
Chia sé

[ Gt Lien ket

Bt i ai 6 lién két déu 6 thé chinh
siz

25.Tuy chinh ché do
xem/chinh stra déi vai
ngudi cung hodc khac
t6 chuec.

00

INhap tén hosc dia chi email

Thém théng diép (tdy chon)

26. Nhap dia chi Email
cla ngudi nhan lién két D
Q@ & 27. Lay link lién két o
Vi tri trén man hinh Y, o
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LAM VIEC CONG TAC VOI MICROSOFT EXCEL

Excel online cho phép lam viéc cong tac trén cling 1 file. Ung dung hiéu

qua trong lam viéc nhom hoac thu thap thong tin.

1. Tao mé&i mot bang tinh Excel

i1 Office 365 L Tim kiém [ T -}

Cai dat Office

Xin chao o
1. Nhép chon biéu
i o) a | Q- @i L8 tugng Excel dé€ khéi
Excel

Bat dau néi

g i Outlook OneDrive Word PowerPoint OneNote SharePoint ~ .
9 dong Excel online
° g
i NG i Y L 2 >
Class Tat ca ing
Teams NotaHack Sway Forms Stream dung

Vi tri trén man hinh

Tl .
Céng cu khei déng ting dung L Tim kiém

MGi o S8 [am viec mdi dudc Iuu vao:

2. Nhap chon Sé lam

e viéc trong méi dé
md mot file

S6 lam viéc tréng mdi Lap danh séch Lich bigu cta lép

—

Vi tri trén man hinh
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2. Pat tén bang tinh Excel

Training 0365 > Documents S61 - Pahu
Tép Trang ddu Chen Céng thic Dit ligu Xem lai Xem Trg gidp Cho t6i biét ban mudn 1am gi

~ ~

o i Z B g B B o A
ce g v >

B I UD === 4 R sz o .

Dan I:E £ L - - = - $ . % 8 &0 o0 Binh dang ¢ digu Kiéu O Binh dg de dat ten Cho flle
- ¥ D0 ALN N = = = e kién .
Hoan tac Bang tam Phéng chit Can chinh 58 Bang

Vi tri trén man hinh

3. Giao dién cua bang tinh Excel - Tab Trang dau

== =N S, 5 incd _ P ~
‘5 Documents Cong tac va chia sé Bi luu 4. N ha p ChO n Trang
Tép Trang dau 4 n Cdng thirc Dir ligu Xem lai Xem Trg gidp Cho t6i biét ban muén lam gi  Md& béng ¢ng dung trén may tinh d“éu
ﬁ"] & | |Calibri v = =E [ tengqua - = Ej @ & = M|
Dén B BT UDS® == - <0 00 Dinhdangcé didu Kidu O Dinhdang nhuBang = Chén  Xéa  Dinh
L LB A AN = 3= EH $-% 9 % 4 kién + . . . ——
U (S, o, s eing 6 5. Nhém cac thanh
.

L11 v K

A B C D E F G H I J K L M N o P C6ng cu dinh dang

1
: (6
3

6. Vi tri nhap dit liéu

@ vao bang tinh

Vi tri trén man hinh

4. Giao dién cua bang tinh Excel - Tab Chén

Excel | Traini 7 365 > Documents Cong tacva chiasé - Piluu 7 Nhé'p chon Cheén

Tép Trang ddu Chen Cong thirc Dir liéu Xem lai Xem Trg giup Cho t6i bi&t ban mudn l1am gi

M b3

8. Nhom céc lénh
chén: Ham, Forms,
hinh anh, khéi hinh,
biéu do, lién két, van
ban ...

o= . ﬂ L] +
L ETE mD O dX*d=AdlE ©
Ham Forms Bang PivotTable Anh  Hinh | Céc BS trg danh ch C4t Dudng Hinh Thanh Ving Phan Bifudd = Siéu két Chu
~ v Office B v tron v v v tan » Khac v ng thich
Ham Bang Hinh minh hoa Cacbd trg Bigu db Liénk& | Chathich

—

Vi tri trén man hinh
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5. Giao dién cua bang tinh Excel — Tab Dir liéu

Fxcel Training 0365 > Documents

FEH 9 Cong tac va chiasé - Palu
Danh séch cc Dich vy cia Microsoft

9. Nhap chon Dir

Tép Trang d3u Chén Céng thitc Xem lai Xem Trg gitip Cho t8i biét ban muén lam gi Mé bing (ing dung trén may tinh
. Ea £ — L y
D B twews @7 B B =
Lam mdi Két ndi Da Lam mdéi Moi Két | Z | g5 .= e S3p xEp tiy B& Tu hoan tét & Xem Loai bé théng tin tning Xac thuc Dir  Nhém  Hiy 7 A ~
5 dan 5ap x€p tiy . r g g y
chon néi &L 5p xép Gidm chinh loc tnsde lap ligu « nhom v 10. N hom |enh du
K&t g 53p xEp & Loc Cong cy Dif ligu Bai cuong

liéu cho phép: Sap
xép dif liéu, loc di

Vi tri trén man hinh

6. Chia se file bang tinh Excel

Cong tdcva chiasé - Paluu

11. Nhap chon
Cho t6i biét ban mudn lam g Md& bang (ing dung trén may tinh |&Y Chia sé L Binh lugn Chia Sé

il/chia sé \ @

ié

Gui Lién két

S 1) 12.Tuy chinh ché do6
xem/chinh stra déi véi
Nnép tén hodc dia chi emal @ ngudi cung hoac khac
té chirc.

13. Nhap dia chi Email
m cla ngudi nhan lién
két

@ o5 14. Lay link lién két

Ksac chép Lién két Qutlook /

Thém théng diép (tay chon)

Vi tri trén man hinh
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LAM VIEC CONG TAC VGI MICROSOFT WORD
Word online cho phép lam viéc cong tac trén cung 1 file. Ung dung hiéu
qua trong lam viéc nhém.

1. Tao mé@i mot tai liéu Word

i Office 365 £ Tim kiém [

Xin chao Cai dat Office

e 0 e i @ @, L8 1. Nhép chon biéu
Word

Bat dau noi Outlook OneDrive Excel PowerPoint OneNote SharePoint

dung méi tucng word
L]
@i NG 5™ ) » =
Teams Noctleal:ciok Sway Forms Stream Ta;:la'n:"g

Vi tri trén man hinh

Mé&i a Tai lisu méi duoc luu vao: @ OneDrive An mau 2. Nhé,p chon Tai
liéu tréng méi dé
thém mgi mot tai
ligu

_|_

Tai liéu tréng mi Ghi chd chung Mau thiét ké ion tréng Méu tréng vdi thiét ké ba...

—

Vi tri trén man hinh

—
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&
&
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2. bat tén tai liéu Word

Tai liéu - £3 luu ~

Céng cu khdi déng Uung dung

3. Nhap chon Tai

Tép Trang dau Chén B& tri Tham khdo Xem lai Xem Trg gidp M& trong Ung dung trén Méy tinh Q
. _ liéu d€ dat tén mdi
v v ¢ |clioihan) v[i1 v A A B I U &£v Av A - SviSv E = : :

—

Vi tri trén man hinh

3. Giao dién trang tai liéu — Tab Trang dau

Cong téc va chia sé - Ba luu v 4 Nhé/p Chon tab
Tep Trang ddu| Chén  B&tri  Thamkhdo  Xemlai 5 Tra gidp Mg trong Ung dung trén May tinh Q  Cho t6i biét ban mudn 1am gi R
e Trang dau
[ v Flv < |calibihan  vjit v| A AT B T U £v Av A | v iEvE E =Ev A Gsqu] L

5. Nhém céc cong
e cu dinh dang van

ban: font chlt, mau

s&c, van ban... cla

@ tab Trang dau

6. Vung soan thao

Vi tri trén man hinh

van ban
4. Giao dién trang tai lieu — Tab Chen
otz e 7. Nhap chon tab
Tép Trang diu BStri  Thamkhdo  Xemlai  Xem  Trogilp M& trong Ung dung trén May tinh @ Chotbi biét ban Cheén
[ = NgitTrang [B Bang v B Hinhdnh v @ Lién két ¢_—| Chathich Méi [2] B%u trang & Chén trang S6Trang ~» () Ky hiéu V]
9 8. Nhom céc cong

cu Chén: Ngat trang,
bang biéu, hinh anh,
lién két, danh s6

trang, ky tu dac
biét...

Vi tri trén man hinh

Pagez 2

BO TAI LIEU HUGNG DAN GIAO VIEN_ UNG DUNG CONG NGHE THONG TIN TRONG DAY HOC



B8 Microsoft

Education

CONG PONG GIAO VIEN SANG TAO CUA MICROSOFT_MIE VIET NAM

5. Giao dién trang tai liéu — Tab Bo tri

Cong tac va chia sé - B3 luu v ~ ~r
Lo 9. Nhap chon tab B6
Tép Trangddu  Chén| BSti | Thamkhdo  Xemlsi  Xem  Trogidp M trong Ung dung trén My tinh Q@ Cho t6i biét ban muén 13m gi PPN N
— : : tri trén thanh cong cu

[ Ev [Py Huongv [§ Kichcdv | 2= ThutleTrai (0am .| € ThutlBPhdi [0cm || == Dantrudc Opt -| 5 Dansau |spt . ]

o

10. Nhoém céc cong
cu B@ tri lién quan

dén dinh dang lé
trang, hudng trang
Vi tri trén man hinh

6. Chia se tai liéu

Céng tic va chia sé - D3 luu v

. 11. Nhép chon biéu
i Xem  Trogiop Mg trong Ung dung trén May tinh @ Cho t9i biét ban muén lam gi | ¢ Chinh stra p )

T Trinh doc Chanthyc  Thu phéng |100% | P?/ N\, ‘hén trang Iz} Ket thic Trang tudng Chia Sé
Chia se

GUi Lién ket

——— 12.Tuy chinh ché d6
xem/chinh stra doi vdi

ek s el ngudi cung hodc khac

Them s e e t6 chuc.

13. Nhap dia chi Email

cla ngudi nhan lién

két

14. Lay link lién két

Vi tri trén man hinh
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