HUONG DAN KICH HOAT E-MAIL VA SU DUNG
PE GUI EMAIL SO LUQONG LON

I. KICH HOAT TAI KHOAN EMAIL LAN PAU PANG NHAP
Dang nhap website: http://mail.office365.com/

Tién hanh cac budéc kich hoat tai khoan nhu hinh sau:

Outlook Outlook

B8 Microsoft

BS Microsoft

Sign in & doanmauhien@mp.hcmiu.eduvn

to continue to Outlook

Enter password

doanmauhien@mp.hcmiu.eduvn

Can't access your account?

Forgot my password

Sign in with a security key (2)

Bwéc 1: Nhip Username va password di dugc cung cap > Nhan”Next” dé tiép tuc

Outlook

B8 Microsoft

doanmauhien@mp.hcmiuv.eduvn

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more



http://mail.office365.com/

Buwéc 2: Xéc thuc tai khoan thdng qua sé dién thoai — click vao “Authentication Phone...Set it
up now*

B® Micrasoft doanmauhien@mp.hcmiveduwvn | 7

don't lose access to your account!

To make sure you can reset your password, we need to collect some info so we can verify who you are
We won't use this to spam you - just to keep your account more

secure. You'll need to set up at least 1 of the options below.

OAuth entication Phone is not configured. Set it up now

OAuth entication Email is not configured, Set it up now

cancel

22020 Microsoft  Legal | Privagy

Buwéc 3: Nhap sb dién thoai va click “Text me” dé nhan tin nhian ma sb kich hoat tai khoan

BY Microsoft

don't lose access to your account!

Please verify your authentication phone number below.

Authentication phone

Vietnam (+84)

10989570200
e [ o

back




Buwéc 4: Nhap ma s kich hoat nhan tir tin nhan dién thoai va click “Verify”

B Microsoft

don't lose access to your account!

Please verify your authentication phone number below,

Authentication phone

We've sent a text message containing a verification code to your phone,

Bwéc 5: Xac thuc thanh cong — click “finish” dé hoan thanh viéc xéac thuc tai khoan

¥ Microsoft

don't lose access to your account!

Thanks! We'll use the info below to recover your account if you forget your password. Click "finish" to close this page.

OAuth entication Phone is set to +84 0989570288, Change

OAuth entication Email is not configured. Set it up now




Il. HUONG DAN SU DUNG MAIL OFFICE 365 GUl EMAIL SO LUQNG LON

Pé tién hanh giri mail hang loat can tién hanh theo cac budc sau:

Bwoc 1: Pang nhap vao email 365: http://mail.office365.com/

Budéc 2: Chuan bij danh sach 1D sinh vién hozc email sinh vién dé gui (danh sach email sinh vién
cua moi 16p cd thé lay tir hé thong edusoft va Blackboard): Vi du ta c6 duoc dit liéu nhu hinh bén

dudi:

Pé soan mail mai click vao “New message”

Outlook '.. ...

=
~  Favorites
Inbox
Sent ltems
Drafts
Add favorite
~  Folders
8  Inbox
A ren
= £
<

.7

£ Focused =3 Other

Get started

~ 0 of 6 complete

B

Choose your look
Send a message
Use Office apps
)

Get Outlook mobile
Add storage account

;f‘ Import contacts

Filter

X

users_3_4_2020 3_51_46 PM.csv - Excel
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http://mail.office365.com/

Vi sinh vién st dung chung hé théng Email Office 365 nén dé giri email cho tat ca sinh vién chi
can copy ma sé sinh vién va dan vao hop thu gui dén “Te” mic dinh hé théng s& tu hiéu va nhan
biét cac ID nay 1a email sinh vién, nhu hinh dudi.

“ () ‘Q‘ O & https://outlook.office.com/mail/inbox
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Khi copy va dan xong — can nhap thém noi dung email va click “Send” dé gui email

Chu y: véi truong hop sinh vién khdng sir dung hé thong Mail Office 365 cua
truong thi can copy va dan day du ca dia chi email vao hop guri dén “To”

I11. HUONG DAN CACH LAY DU LIEU EMAIL SINH VIEN TRONG KHOA HQC TREN BLACK
BOARD

(Chu y: Pay 1a huéng dan cho truong hop giang vién khong co dir liéu email sinh vién do phong
dao tao cung cap hoac can gui email gap cho sinh vién, c6 thé thuc hién budc nay dé co tai khoan
email cua sinh vién phuc vu cho viéc gui mail lién hé sinh vién), cac budc thuc hién nhu sau:

Bwoc 1: Truy cap vao khoa hoc trén Blackboard
Budc 2: Tir thanh menu bén tréi click vao hinh tam giac * “Users and Group” va chon “Users”

(1) Click chon Users ; (2) Click “Show all” dé hién thi tat ca user trén mot trang; (3) gitt va quét
chon khdi tir dau dén cudi danh sach va nhan Ctrl+C dé copy khéi thong tin users nay.
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Email Role Observer Available
BABAWE18422@student. hemiu_edu.vn Student Yes
annalena.ohnhaeuser@onlinehome de Student Yes
BA16EX15@student hemiu_eduvn Student Yes
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3  Remove Users from Course

(1) Click chon Users
(2) Hien thi tat ca cac users tham gia khoéa hoc
(3) Dung chudt quét chon khoi théng tin users
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Bwéc 3: Md phan mém Excel va click chudt phai, chon tdly chon déan véi “Paste Option: Match

Destination Formatting (M)” — nhu hinh duéi
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Buwéc 3: Sau khi dugc danh sach bao gdm nhiéu truong thong tin sinh vién, ta chi viéc chon git
nhitng treong can thiét, cac trueong con lai x6a khoi Sheet excel, nhu hinh dudi ta chi giir lai cot
Username va email.

- Cot email ta c6 thé dung dé dua vao Mail Office 365 dé giri

E - gec_CI5_Dema_column_2020-03-05-21-04-02 xls [Read-Only] - Excel
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