TRUONG PAI HOC NGOAI THUONG
TRUNG TAM CONG NGHE THONG TIN

HUONG DAN TRA CUU TAI KHOAN EMAIL & MS TEAMS

Danh cho sinh vién / hoc vién moi nhdp hoc lan dau

Buéc 1: Truy cip website hé tro

Sinh vién truy cap website: ttentt.ftu.edu.vn

Trén trang chu, tai muc "2. HO TRQ VE EMAIL VA MS TEAMS", nhén nat "DIEN FORM HO TRQ"'.

Tnive
TRUNG TAM CONG NGHE THONG TIN

TRUONG DAl HQC NGOAI THUONG
7 T

- NEW THANG 4/2026

1. HO TRQ TAI KHOAN WIFI TOAN
TRUGONG

Tra clu & cdp |ai théng tin dng nhdp WiFi danh
cho cdn bd, gidng vién va sinh vién treng toan
trurding. BAm bao k&t néi nhanh chéng, &n dinh
khi siz dung hé thdng mang FTU,

w TRA CUU /

Trén Guang Anh
0 . 0985083 595

Nguyén Hing Cubng
0 . 0944 455 086
awit

Lignhg h tra Wi

THONG BAO thay déi phuong thiic xéc thue va
‘quén Iy & khodn truy cép hé théng Wi-Fi tai
rusé chinh Ha NGi

.

& HUONG DAN truy cap hé théng WiFi dénh cho
26 bg, gidng vien va sinh vien

FORM BANG KY hd trd tai khodn WiFi

L)

FORM PHIEU DANH GIA chét Ivong v gop y vé
mang Wil

L]

EMAIL 8 MS TEAMS
2. HO TRQ VE EMAIL VA MS TEAMS

Bang ky hé trg cic vin d& v tai khean Email,
Ms Teamns danh cho CBGV, SV, HV va cdc don vi.

= DIEN FORM HO TRY

Trén Xuan Lich
. 0904799 589

£ HUGNG DAN xemdung ivgng b nhd cd nhan va
giém dung lugng Email, Google Drive

| HUGNG DAN chuyén ditligu sang MS OneDrive
clla Trubng (TK MSTeam)

« NEW THANG 5/2020
3. DANG KY CHUNG CHi COURSERA FREE
Khéa hoc mién phi de Google cdp hoc béng danh

cho cén bg, gidng vién, sinh vién. HE tro nang
cao k§ ning céng nghé, Al va k¥ niing s phuc

vu hoc tp & ngh& nghigp.

Nhém Thi Anh Tuyét
@ . 091 3 168

& Hé troky thudt Chuong trinh Phat trién nhan téi
58 (Google Coreer Certificates - GEC)nam
2026

[ Hidng dén déng nhap vao Coursera dé tham
gia khéahoc Chuang trinh Phét trién nhan tai
58 (Google Career Certificates - GCC) nam
2026

o FORM DANG KV ching chi Coursera danh cho
ednbg, giéng vién (DA HET HANDANGKY)

[z FORMDANG KY ching chi Coursera dénhcho
sinh vien (DA HET HAN ANG K¥)

Budc 2: Chon trang hd trg danh cho Sinh vién

O trang tiép theo, chon muc "Trang Hd trg danh cho Sinh vién & Hoc vién", sau d6 nhin nit ""Vao trang Sinh
vién".

Truéng Pai hoc Ngoai Thucng

Trung t&m Céng ngh Théng tin

H3 trg tai khoén FTU

Trung tam Cong nghg Théng tin - Bai hoc Ngogi Thuang

2 &

Trang Hé trg danh cho Trang Hb trg danh cho
Sinh vién & Hoc vién CBGV & Pdn vi

Yéu cdu hd trg tai khodn, dang ky tgo

Dang ky hé trg, tra citu taikhodn va
& huéng dén sirdung tai khodn Egl
U, Microsoft Topame

Vaio trang Sinh vién >

tai khodn Email-TK Ms Teams, tgo
nhém Email méi vé dang ky gt email
théng béo, Chutong trinh, su kign

Varo trang CBGV & Banv] >

©2026 Trung tam CNTT - Truisng Dai hoc Ngo
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Budce 3: Chon muc tra ciru tai khoan maéi

Trong danh sach cac muc hé tro, chon "Tra ciru tai khoan méi dwgce cf'lp 1an dau"
(Danh cho SV, HV méi lan dau dwoc cap tai khoan Email & Teams)

Trudng Dai hoc Ngoai Thuong
Trung t&m Céng nghé Théng tin

« Trang chd Danh cho Sinh vién & Hoc vién — H& tro tai khodn Email & Teams

3

Pang ky hé trg tai khodn déanh cho Sinh
Vién/Hoc Vién

Yéu cau hd trg, x{f 1y sy cé va cdp lgi mat khdu Email / Ms

Teams
v v
-] i
Tra cifu két qua yéu cdu hd trd tai khodn Hudng dén sit dung & truy cdp tai khodn
Kiém tra théng tin va mat khdu sau khi da gl dang ky yéu cdu Email FTU (Google Workspace) & Microsoft Teams FTU
hé trg

Buéc 4: Pién thong tin xac thuc

Nhap day du 3 thong tin sau:
e Hovatén (Vidu: Nguyén Vin An)
e Ma sinh vién/Hoc vién (Vi du: 2151234567)
e S6CCCD (12 chir sd)

Tich chon xac thuc "I'm not a robot", sau d6 nhan "Tim kiem tai khoan".

Truong Dai hoc Ngoai Thuong

Trung t&m Céng ngh& Théng tin

Tra ctiu tai khodn méi dudc cédp lan ddu

Danh cho SV, HV méi lén déu dugc cdp téi khodn Email & Teams

Q

£3 Danh cho sinh vién/Hoc vién méi duge cdp tai khoan Idn déu. Nhap ding 3 théng tin d€ nhan mat khdu. Gigi han 3 1dn sal mi phién.
Hovatén*

Vi du: Nguyén Van An
Ma sinh vién/ Hoc vién *

Vidu: 2151234567
sgccep*

12 chiisé

™

D I'm not a robot
reCAPTCHA

Tim kiém tai khodn

A Luu y: H¢ thong gidi han 3 1an nhap sai trong mdi phién. Sinh vién can nhéap chinh xac thong tin da dang ky voi
nha truong.



Buéc 5: Nhan thong tin tai khoan va mat khau

Khi tra ctru thanh cong, hé thong hién thi:
e Tai khodn Google Email: xxxxxxxxxx@ftu.edu.vn

e Tai khoan Microsoft Teams: dung chung dia chi email n6i trén

Doi v6i mdi muc Mat khau Email va Mat khau Teams, nhan nat "Hién mét khau" dé xem.

¥ Tim théy théng tin tal khodn

Taikhoan & Google Email -@ﬂu.odu.vn
@ Microsoft Teams -@hu.cdu.vn

ng 11

[ Mat khéu Email @ Hién mét khdu

@ Mat khéu Teams ® Hién mét khiu

N

A D38i mat khdu ngay sau 1dn déng nhap déu tién. Khong chia sé mat khdu vi bat ky ai

(MGt khdu sé tw an lai sau 30 gidy vi Iy do bdo mdt — sinh vién can ghi lai ngay.)

I (® Quan trong: D6i mat khau ngay sau lan dang nhap dau tién. Khong chia sé mat khau véi bét ky ai.

Buéc 6: Xem hwéng din sir dung tai khoin

Dé biét cach sir dung va truy cap Email FTU (Google Workspace) va Microsoft Teams FTU, sinh vién quay lai
trang trudc va chon muc "Hwéng dan sir dung & truy cap tai khoan".

Trudng Pai hoc Ngoai Thuong
Trung tam Céng nghé Théng tin

« Trang chii Danh cho Sinh vién & Hoc vién — H{ trg tai khod

v
Béing ky ho trg tal khoan danh cho Sinh Tra ciu tai khoén méi dudc cép lén déu
Vién/Hoc Vién Foa e ot o
2 Danh cho SV, HV mdi lan dau dugc cap tai khoan Email &
Yéu cdu hé trg, x{f 1y sy c8 va cdp Igi mat khdu Email / Ms Toame
Teams
v v

o
Tra ciu két qué yéu cdu hd trg tai khodn

Kiém tra théng tin va mat khdu sau khi da gl dang ky yéu cau

hé trg

L

Huéng dén sir dung & truy cap tai khodn
Email FTU (Google Workspace) & Microsoft Teams E#

Moi thic mdc, sinh vién lién hé Trung tam Cong nghé Thong tin qua form "Bdng ky hé tro tai khodn danh cho Sinh vién/Hoc vién"
trén cung trang.
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