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Huwdng dan tdi va cai dat Microsoft office 365
HUONG DAN TAI VA CAI PAT MICROSOFT OFFICE 365

I. Yéu ciu chuén bi

« Tai khoan Microsoft 365 da duoc cip phép sir dung.

« May tinh két ndi Internet on dinh trong subt qu4 trinh tai va cai dit.
* Trinh duyét web (Microsoft Edge, Google Chrome, Firefox...).

« Dung luong tréng tdi thiéu khoang 4 GB trén 6 dia cai dat.

II. Cac budrc tai va cai dat

Budce 1: Dang nhap tai khoan Microsoft 365

M¢ trinh duyét va truy cap dia chi: https://portal.office.com

Ping nhap bang tai khoan Microsoft 365 di duoc cap (vi du: abc@iuh.edu.vn) va mat
khau tuong tng.

Budce 2: Truy cap trang “My account” va chon cai dat Office
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Email, schedule, and set tasks.
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Use across Teams, Outlook, and Microsoft =

L Install apps -

Microsoft 365 apps
Install Word, Excel, PowerPoint, and more.

Microsoft 365 Copilot desktop app
Boost your productivity with our free
Microsoft 365 Copilot desktop app.

Microsoft 365 Copilot mobile app
Take your productivity on the go with our
free i0S and Android app.
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Add your favorite web apps and find new
ways to work smarter together.
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Budc 3: Chon ngon ngir va phién ban cai dat

Trang Apps & devices hién thi. Tai muc Office, chon céc thong so:
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« Language: ngon ngit cai dat (mic dinh English (United States) — c6 thé chon Tiéng

Viét néu mudn).

« Version: phién ban 32-bit hoic 64-bit (khuyén nghi 64-bit cho may tinh hién dai).

Sau d6 nhan nut Install Office mau cam dé bat dau tai tép cai dit vé may.
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Budc 4: Chay tép cai dat va cho tai vé

Trinh duyét s& tai vé tép cai dit co tén OfficeSetup.exe (hodc Setup.exe). Nhip dup chudt
vao tép dé chay. Néu hé thong hoi quyén (User Account Control), nhan Yes dé cho phép.

Cira s6 thong bao “Please stay online while Microsoft 365 and Office downloads” s& xuét
hién. Hay gitr két ndi Internet va khong tit may trong sudt qua trinh nay (thudng mat tir 5
dén 20 phut tuy téc d6 mang).

B2 Microsoft

Please stay online while Microsoft (W d b

365 and Office downloads

We'll be done in just a moment. m w ﬂ

Budc 5: Hoan tat cai dat

Khi qué trinh tai va cai dat két thac, cuira sb thong bao “You’re all set! The Microsoft 365
and Office apps are installed on your computer.” s& xuat hién. Nhan nat Close dé dong
ctra sO.
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&% Microsoft

You're all set! ; e

The Microsoft 365 and Office apps are installed on your
computer,

| Close | -

Budc 6: M& va st dung cac ung dung Office

Sau khi cai dat thanh cong, ban c6 thé mo céc ung dung Office (Word, Excel,
PowerPoint, Outlook, OneNote...) tir menu Start trén Windows. Lan dau sir dung, dang
nhap lai bang tai khoan Microsoft 365 dé kich hoat ban quyén.

Ghi chu: Trong qua trinh dang nhap, néu gap van dé vé xéac thue tai khoan tham khao
cach cai dit tinh nang xac thuc Microsoft Authenticator tai link:
https://csm.iuh.edu.vn/vi/quy-dinh-huong-dan/huong-dan-dang-ky-va-su-dung-email-iuh-

cho-sinh-vien (Muc s6 6)
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ITI. M6t s6 luu y

« Mi tai khoan Microsoft 365 co thé cai dat trén toi da 5 may tinh (PC/Mac), 5 may tinh
bang va 5 di¢n thoai.

*« Néu qua trinh tai bi gian doan, co thé chay lai tép OfficeSetup.exe — trinh cai dat s€
tiép tuc tir chd bi ding.

« Khi tai khoan bi thu hdi quyén sir dung (vi du nghi viéc), cac ing dung Office trén may

s& chuyén sang ché do chi doc (read-only) sau mét thoi gian.

« Bé g Office, vao Settings — Apps — Installed apps, tim “Microsoft 365 va chon
Uninstall.



