HUONG DAN TRA CUU VA SU DUNG
TAI KHOAN MS TEAMS FTU (Microsoft 365)
(LUU Y SINH VIEN SU DUNG MAY TINH VA
TRINH DUYET AN DANH PE THAO TAC CAC BUGC)
Budée 1: Tra ctru tai khoan Email tai website sau:

Trung tam Cong nghé Thong tin: ttentt.ftu.edu.vn

Co6 hudng dan tra ctru cu thé trén website sau khi nhan dugc tai khoan va mat khau sv
thuc hién budc ti€p theo.

Buérc 2: Dung trinh duyét an danh Truy cap Link MS Teams:
https://www.office.com/

] + f Bl T Login | Microsoft 365 Copilot x

&) https://www officecom

=. Microsoft | Microsoft 365 Copilot  Products -~ Resources v Templates  Prompts Support ~ Buy now

=

Welcome to the Microsoft 365 Copilot app

The Microsoft 365 Copilot app (formerly Office) lets you create, share, and
collaborate all in one place with your favorite apps now including Copilot*

BT

Sign up for the free version of Microsoft 365 >

Buwdc 3: Chon vao Sign in (dang nhap)

BS Microsoft
bang nhap

Email, dién thoai hoac Skype

Ban khéng c6 tai khodn? Hiy tao tai khodn!

Ban khong truy cap dugc vao tai khoan?

C% Tuy chon dang nhap

Budc 4: Nhap tai khoan MS Teams: khoa.msv@ftu.edu.vn (vd:
k64.2024123456@ftu.edu.vn) d3 tra ctru & Budc 1 chon Tiép theo (next)

Nhép mat khau MS Teams d3 tra ciru & Budc 1 chon Piang nhip


https://ttcntt.ftu.edu.vn/
https://www.office.com/
about:blank
mailto:k64.2024123456@ftu.edu.vn

B2 Microsoft

Nhap mat khau

Mat khau

T6i d3 quén mat khau

bang nhap

Budc 5: Nhap mat khau MS Teams di tra ciru & Budce 1 (Mat khéu hién tai) sau d6 nhap
mat khau mai va xac nhan mat khau maéi Sau d6 chon vao Pang nhap. (Nén dat co chir viet
hoa+ky tw ddc biét+so)

B® Microsoft

Cap nhat mat khau cta ban

Ban cin cdp nhat mat khau vi day 1a [in dau tién ban
dang nhap hodc do mat khau cla ban di hét han.

Ma&t khau hién tai

Mat kh&u mai

Xac nhan mat khau

Buéc 6: Chon vao Tiép theo (next)

B® Microsoft

Hay bao vé tai khoan cua ban
Ching t6i s& gitp ban thiét 13p cach khéc dé xac
minh rdng dé |4 ban. Hay lam theo cac hudng dan
dé€ tai xudng va thiét 1ap tng dung Microsoft
Authenticator.

Sir dung mdt tai khodn khac

Tim hiéu thém vé (ing Microsoft Authenticator

Budre 7: Tiép tuc bao vé tai khoan bang xac thuc 2 16p qua Ung dung.

Trén dién thoai vao “CH Play” hodc “App Store” Tai va cai dit phan mém tng dung
Microsoft Authenticator

Luu y: Khi thyc hién Budc nay ban can chuan bi dién thoai di dwoc cdi san Microsoft
Authenticator va thuc hién lién tuc néu Bude xdc thuc bi ngcft quang thi tai khoan sé bi 16i va
khong dang nhap lai duoc.



Bao vé tai khoan clia ban

Microsoft Authenticator

6 Bat dau bang cach tai ung dung
Cai dat ing dung Microsoft Authenticator trén dién thoai cla ban. Tai xudng ngay

Sau khi ban cai d3t tng dung Microsoft Authenticator trén thiét bi cia minh, hiy chon "Tiép

thea™.

Bao vé tai khoan cta ban

Microsoft Authenticator

Thiét Iap tai khoan clia ban

Khi dudc nhic, hiy cho phép cic thdng bio. Sau d6, thém tai khoan, rdi chon "Cd quan
hedc trudng hoc”,

Chon Tiép theo (next)

Bao veé tai khoan cta ban

Microsoft Authenticator

Quét ma QR

Sit dung (ing dung Microsoft Authenticator d& quét m3 QR. Thao téc ny s két néi ting dung Microsoft
Authenticator vdi tai khean cia ban.

Sau khi ban quét m3 QR. chon “Tiép theo'.

‘ Ban khéng thé quét hinh dnh?

- Mo Ung dung Microsoft Authenticator trén dién thoai va Scan code dé add tai khoan
Chon Tiép theo (next)

Bao vé tai khoan cua ban

Microsoft Authenticator

o Hay dung thit
ChAp thudn théng bdo chiing t6i dang gii d&n iing dung cia ban bing cach nh3p s& hién
- thi bén dusi.

15

Nhép s6 trén mam hinh vao Ung dung Microsoft Authenticator trén dién thoai chon “C¢6”



<

E] ftu.eduwvn
tranlich@ftu.edu.vn

: Ban dang c6 ging
CACHE :
dang nhap?
Th ftu.edu.vn
% Che tranlich@ftu edu.vn

EUE  Nhap s6 hién thj dé dang nhap.

M3 fcod
65 0' [Nhap 56 o
(
Khong, khong phai toi
CACHE co
Tao méd khoa >

Yéu cau thiét Iap thdng tin dang nhap
khdng cin mat khau

Chon Tiép theo (next)

Bao vé tai khoan cua ban

Microsoft Authenticator

D3 chip thuan théng bao

v/

Hoan thanh va két thiic qua trinh ding nhap

Bao vé tai khoan cua ban

Thanh cong!

Tuyét! Ban d3 thi€t |4p thanh cong thong tin bdo mat cla minh. Chon "D3 xong” d€ ti€p tuc dang nhap.
Phuong phap dang nhiap mac dinh:

=
Microsoft Authenticator

Hoan thanh va két thic qua trinh ding nhép

Buwéc 8: Thém phwong thire xac thure bang s6 dién thoai (Bit budc phai ding ky) Dé
bao vé tai khoan va lay lai mat khau khi bi quén.

Goc dudi bén trai man hinh Click vao tén tai khoan sau d6 chon “View account™



@ Tim kiém | M365 Copilot

C 2% m365coudmicrosoft,

Ty M365 Copilot [E8]
I Q Tim kiém
O Chat
Tac nhan ~

Kham pha cic tic nhan

Tao trg Iy 3o

Cubc trd chuyén ~

Trang v

& Tao

B Ung dung

frueduvn Sign out
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Théng bo clia bén thit ba

Toi c6 thé giip ban tim gi?
Q Tim kigm

Truy nhép nhanh

Ginday Dichiasé  Mucyéu thich

Loai v Pages P

-
~/

Khéng c6 muc gan day
Tao tai liéu mdi ho3c tdi lén mét tai liéu dé bat dau.

& Incogrito

Xem ithon ~

T Tailen

Sau d6 chon “Cap nhét thong tin” tai khoan s& can xéac thuc qua ing dung Authenticator

cai trén

dién thoai

Tai khoan Ctia T6i ~
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Téng quan

Théng tin bao mat

Thiét bi

Thay d8i mat khiu
Céc t8 chic

Cai dat & quyen rieng tu

Hoat déng déng nhap ...

Ung dung ctia t6i

Nhém cla téi

Cung c&p phan hi

Théng tin bdo mat

5

Duy trl c3p nhat céc phi

wong phap xéc minh
va thang-tinhia ma

CAP NHAT THONG TIN >

v Tai sao tdi khong thé chinh sira?

Thiét bi

=

V6 hiéu h6a thiét bi that lac va xem lai thiét bj
d3 k&t ndi cla ban.

QUAN LY THIET BI >

Ding xust & moi nci

Sau do6 chon “Thém phwong thirc ding nhap”

Théng tin diang nhép cla ti

]

[

Téng quan
Théng tin bio mat

Thiét bi

Thay d6i mét khau
Céc t6 chic

Cai dat & quyén riéng tu

Hoat déng gan day

Ung dung ciia t6i

Nhém cia téi

Thong tin bao mat

Diy |3 cic phuong phap ma ban sif dung dé ding nhap vio tai khodn hokic dit lai mat khiu ciia ban.

Ban dang st dung phudng thic ddng nhap dudc khuyén khich nhat néu ap dung.

crosoft Authenticator - théng bdo Thay

Phuang phap ding nhip hau hét duge khuyén ding deu khang khi dung:

-+ Thém phugng thic dang nhap

[=] Matkhaw Lan cap nhst gan nhd: Thay déi
17 gier trdc

Microsoft Authenticator

Trang thai xéc thurc da ySu t (MFA) ddy 1Phane 14 Pro Max

Thiét bj bi thit lac? Ding xuit & moi noi

bl

Thay d&i mat khau

Gitp mét khau trd nén manh hon hodc thay
ddi mét khdu néu d5 ¢ ngudi bigt.

THAY BOI MAT KHAU >

Cac t6 chuc

O

Xem t&t ca cac t6 ch(fc ma ban tham gia.

QUAN LY TO CHUC >



Chon “Dién thoai”

X

Thém phugng thic dang nhap

Microsoft Authenticator
Chép thuan yéu ciu dang nhap hoic st dung ma ding mét fan

Ma théng bao phan cing
(3 Bing nhip bing mé tir m théng béo phan cing

XK

% Dién thoai
Nhén cudc goi hodc tin nhin van ban d€ déng nhap bing ma

Q) Pién thoai thay thé

MNhan cudc gei dé dang nhép bang ma

% Dién theai van phong

MNhan cudc gei d€ dang nhép bing ma

= Email

Nhan m3 d€ dt lai mat khdu

Ban can bi€t thém théng tin? Tim hiéu thém v& tiing phudng phap.

Chon Country code “Viét Nam” va dién s6 Pién thoai ctia ban chon phwong thirc nhan xac
thuc co6 thé 1a nhan ma hodc goi dién sau do chon Tiép theo

Dién thoai P

Ban c6 thé chiing minh ban 13 ai bing cach tra 18i cudc goi hodc nhan
ma trén dién thoai ca ban.

Ban mudn sif dung s& dién thoai nao?

Country code Phone number

‘ Viét Nam (+84) ~ 0986133566

Chon cach xac minh

(®) Nhan m3
() Goi téi
C6 thé 4p dung phi cho tin nhan va dif liéu.Chon Ti€p theo nghia I3

ban ddng y véi Bigu khodn dich vu va Digu khodn v& quyén riéng tu
va cookie.

Check tin nhin (cudc goi) trén dién thoai va dién ma sau d6 chon Tiép theo

Néu Buéc nay bi 16i khong nhan dwoc tin nhin hay cudc goi thi SV tham khio ndi
dung sau:

Cic 16i x4c thuye s6 dién thoai trén Microsoft thuong roi vao mt s6 nguyén nhan pho
bién sau:

1. L&i tir hé théng Microsoft

» May chu xéc thyuc bi qué tai hodc tam thoi gap su cd.

« Dich vu gtri SMS/Call ctia Microsoft khong kha dung tai thoi diém do.

2. Vén dé véi s dién thoai

« S6 dién thoai chua duoc dinh dang dung (& Viét Nam nén bo s6 0 dau, vi du: nhap
971841678 thay vi 0971841678).

» Nha mang chén tin nhén quéc té hodc dich vu ctia Microsoft chua hd trg tot mot sd dau
s0.

3. G161 han bao mat tai khoan



« Tai khoan d thir x4c minh qua nhiéu 1an trong ngay, Microsoft tam khoa tinh ning xac
minh qua SMS/Call.

« Tai khoan c6 diu hiéu rui ro (IP Ia, dang nhap nhiéu noi) nén Microsoft chan xac minh
qua sb dién thoai.

4. Vén dé tir phia nha mang/thiét bi

« Sim bi chan tin nhin qudc té.

» May bat ché do chan tin nhén rac, khong nhan dugc SMS.

(3 Cach xir Iy thuong dung:

« Poi tir “Receive a code” sang “Call me”.

« Thir mdt s6 dién thoai khac (uu tién Viettel, MobiFone vi Microsoft hay giri dugc hon).
« Doi 24h 16i thir lai néu nghi ngo bi gidi han.

Dién thoai *

Chiing téi vira gifi m3 gém 6 chif 58 dén -hép ma
bén dudi.

Nhap ma

Gui lai m3

Pé mo MS Teams tai man hinh dang nhap Ban chon vao Ung dung va chon Ms Teams va
chon Dang nhap

Oy M365 Copilot e8] L Cai djt Ung dyng -

S Cac i'ng dung
2 Tao

I & Ungdyng

g Copilot @& Outiook Word [ @ rowerpoint

365 Capilot App
@ OneDrive b Sharcpoint

Sir dung trén Teams, Outlook va Microsoft 365 Copilot

a Copilot ‘?; Org Explorer

Tat ca dng dung —>

- Tai khodn Microsoft 365 khong s dung dwoc cho ban Office ofline

Ban c6 thé cai Ung dung Ms Teams trén may tinh va trén dién thoai dé ding nhap va
stir dung.



LUUY

- Mét khéu dwoc cdp méi trén trang tra civu cé hiéu lwc trong 1 thing dé nghi SV ding
nhdp va thay déi mdt khéu luén sau khi nhin dwoc email.

- Tai khodn Microsoft 365 khong s dung dwoc cho ban Office ofline

- Do chinh sach méi cia Hé thong Google va Hé Thong Microsoft 365, d6i ngii admin cia
hé théng canh bao va yéu ciu tat ca nguoi dung ap dung chinh sach bao mat 2 bwéc cho cac
tai khoan Email va Office 365. Quy Thay/C6 va cac em Sinh vién bat budc thuc hién cai
bao mat 2 16p cho tai khoan tham khao theo huéng dan sau:

Tham khao huéng dan ctia google:

https://support.google.com/accounts/answer/185839?hl=vi&co=GENIE.Platform%3DDeskt

op&oco=1

- Péi voi tai khoan Microsoft ngoai viéc cai App Authenticator 1én dién thoai can dang ky

thém hinh thirc xac thuc qua s6 dién thoai dé bao mat tai khoan khi su dung (Thao tac theo

huéng dan & trén)

Tham khao hudng dan Pang nhép tai khoan Microsoft 365 dé xac thuc 2 budc: Tir
Microsoft Click here
https://support.microsoft.com/vi-vn/office/thi%E1%BA%BFt-1%E1%BA%ADp-
%C4%91%C4%83ng-nh%E1%BA%ADp-microsoft-365-cho-x%C3%Alc-
th%E1%BB%B1c-%C4%91a-y%E1%BA%BFu-t%E1%BB%91-ace1d096-61e5-449b-
a875-58eb3d74del4

- Quy Thay/Cb va cac em Sinh vién tu kiém tra lai dung lwong luu trir ciia minh trén 2 tng
dung GoogleDrive va OneDrive dé nghi backup va luu trir lai dit liéu Khi tai khoén bi qua
dung hrong hé thong sé tw dong xéa dir litu TTCNTT sé khong chiu trach nhiém vé dir
liéu ciia ngwong dung.

- Trudng hop can hd tro vé tai khoan Turnitin lién hé véi Thu vién dé duoc hd tro.

- Truong hop can hd tro vé tai khoan FTU Gate, E-Home, lién hé véi phong QLDT dé dugc
hd tro.

Lién hé can Bo hd trg ky thuat trong gio hanh chinh:

Tran Xuén Lich

DT: 0904799589

Email: lichtx@ftu.edu.vn

Website: ttentt.ftu.edu.vn



https://support.google.com/accounts/answer/185839?hl=vi&co=GENIE.Platform%3DDesktop&oco=1
https://support.google.com/accounts/answer/185839?hl=vi&co=GENIE.Platform%3DDesktop&oco=1
https://support.microsoft.com/vi-vn/office/thi%E1%BA%BFt-l%E1%BA%ADp-%C4%91%C4%83ng-nh%E1%BA%ADp-microsoft-365-cho-x%C3%A1c-th%E1%BB%B1c-%C4%91a-y%E1%BA%BFu-t%E1%BB%91-ace1d096-61e5-449b-a875-58eb3d74de14
https://support.microsoft.com/vi-vn/office/thi%E1%BA%BFt-l%E1%BA%ADp-%C4%91%C4%83ng-nh%E1%BA%ADp-microsoft-365-cho-x%C3%A1c-th%E1%BB%B1c-%C4%91a-y%E1%BA%BFu-t%E1%BB%91-ace1d096-61e5-449b-a875-58eb3d74de14
https://support.microsoft.com/vi-vn/office/thi%E1%BA%BFt-l%E1%BA%ADp-%C4%91%C4%83ng-nh%E1%BA%ADp-microsoft-365-cho-x%C3%A1c-th%E1%BB%B1c-%C4%91a-y%E1%BA%BFu-t%E1%BB%91-ace1d096-61e5-449b-a875-58eb3d74de14
https://support.microsoft.com/vi-vn/office/thi%E1%BA%BFt-l%E1%BA%ADp-%C4%91%C4%83ng-nh%E1%BA%ADp-microsoft-365-cho-x%C3%A1c-th%E1%BB%B1c-%C4%91a-y%E1%BA%BFu-t%E1%BB%91-ace1d096-61e5-449b-a875-58eb3d74de14
https://support.microsoft.com/vi-vn/office/thi%E1%BA%BFt-l%E1%BA%ADp-%C4%91%C4%83ng-nh%E1%BA%ADp-microsoft-365-cho-x%C3%A1c-th%E1%BB%B1c-%C4%91a-y%E1%BA%BFu-t%E1%BB%91-ace1d096-61e5-449b-a875-58eb3d74de14
https://support.microsoft.com/vi-vn/office/thi%E1%BA%BFt-l%E1%BA%ADp-%C4%91%C4%83ng-nh%E1%BA%ADp-microsoft-365-cho-x%C3%A1c-th%E1%BB%B1c-%C4%91a-y%E1%BA%BFu-t%E1%BB%91-ace1d096-61e5-449b-a875-58eb3d74de14
mailto:lichtx@ftu.edu.vn
https://ttcntt.ftu.edu.vn/

