HUGNG DAN CHUC NANG 26 - thanhd v2026.10.3.103

U Thiét lap Office

Gom viéc thiét 1ap mac dinh, stra 16i vat, g& ban cii va sao luu Outlook clia Office vao mét clra

&

SO.

Vi tri Tab @ Chic nang — nhom @ Tién ich khac — nit e R E N0 jild

Chay & Windows

Can c6 Quyén quan tri cho mét s& muc (stra 16i, g& sach) - Khéng can mang dé doc trang thai,
can mang cho "Suia online” va g& bang cdng cu Microsoft

Mirc rai ro VUta dén Cao — nhom "G3 - Don" va dang xuat tai khoan khéng hoan tac dugc; cac
muc thiét [ap con lai hoan tac dugc

Thgi gian Vai phut cho thiét 1ap/sua 16i; "Stia online” c6 thé mat 30-60 phut

1. GiGi thiéu

Thg cai Windows cho khach thudng cling kiém luén viéc thiét 1ap Office: tat AutoCorrect pha tiéng Viét, doi
dan vi do sang cm, an file gan day trudc khi giao may, g& ban Office cl con sét gay 16i cai de, sira cac 16i vat
(Word treo, doi dang nhap lién tuc, man hinh nhay...), va sao luu/khéi phuc thu Outlook. NGt

md clfa s6 Thiét 1ap Office - Auto Manager IT, gom toan bd cac viéc nay vao mét cho,
khong phai luc nhiéu menu trong Word/Excel.

Khi nao can dung:

* MGdi cai Office xong, muén thiét 1ap nhanh cac mac dinh phu hgp cho khach dung tiéng Viét.

* Office bao 16i vat: Word/Excel treo, doi dang nhap lién tuc, man hinh nhay, ket "Uploading...".

® May con sot ban Office cli can gd sach trudc khi cai ban mai.

e (an sao luu thu Outlook cta khach (ké ca Gmail/Microsoft 365) trudc khi déi may.

® Trudc khi giao may cho khach, can dang xuat tai khoan Office dang dang nhap.

Nut nay khéng lam: khong tu cai Office (dung nut " @@ Cai dat Office” & man hinh chinh trudc); khong bia di
liéu — moi dong trang thai déu doc that tur may.

2. Truéc khi bat dau

* May da cai Office thi cdc nhdm thiét lap/sua 16i mdi ¢é tac dung; may chua cai Office, clia s6 chi bao trang
thai va khéng ap dung dugc gi.

* Cé quyén admin néu mudn dung " ¢ G3& SACH moi ban Office" hoac cac nut Sta 16i.

* Neéu dinh dang xuat tai khoan Office hoac g sach Office, hdi khach trudc va sao luu dif liéu can gilt (vi du
mail bang nut Sao luu Outlook).



3. Cac budc thuc hién

3.1. Xem trang thai Office trén may
1.0 tab @ Chitc nang, nhém @ Tién ich khéc, bim [ERLI Toy.

Ban sé thay: clra s6 Thiét lap Office - Auto Manager IT md& ra, nhom trén cung 9» Office trén may nay
doc 6 dong trang thai that.
2. May chua cai Office thi dong dau bao: " X May nay CHUA cai Office."

3. Bam M NEN e

dé doc lai toan b trang thai bat c lic nao.

4. Néu Office dang chay th( chua kich hoat, bam nhap dung key 25 ky tu khach da mua dé
kich hoat.

5. Bam dé xuat trang thai Office ra file, luu vao phiéu may néu can.

3.2. GG ban cii / don trudc khi cai lai

1. Trong nhém / G& - Don, néu dong trang thai bao con sot ban Office cl, bam
° G& SACH moi ban Office (céng cu Microsoft) §
Ban sé thay: tool tai cong cu SaRA chinh hang clia Microsoft roi chay dé g toan bd Office trén may.

2. Muén g& luén OneDrive hodc Teams ca nhan di kem Office ma khach khéng can, bam

leEld ® GG Teams ca nhan |

3. Trudc khi giao may cho khach, bam ERERBERRUE SN GIELN0Li TR GIRNE .

Ban sé thay: tool xoé tai khoan Microsoft dang dang nhap trong Office cing mat khau Office da luu trong
két Windows.

A Canh bao: " ¢ G& SACH moi ban Office" xoa toan bo Office trén may. " § Dang xuat tai khoan Office
khoi may" khéng hoan tac dugc. Chi bam khi chac chan can va khach da dong y.

3.3. Thiét lap mac dinh cho may khach

1. Trong nhém ¥ Thiét lap mac dinh cho may khach, xem lai 14 6 tich — 9 6 d4 tich s&n (AutoCorrect, dan
vi cm, thudc Ruler, &n file gan day trong Office va ngoai Windows, tat gach chan dd/xanh, md& thang trang
trang, tu luu 2 phat, luu vao may khéng 1én OneDrive, tao shortcut Desktop), 5 6 dé tréng (font Times New
Roman 13, tat ché dé xem bao vé, tat tang téc phan cing, tat ty cap nhat Office).

2. Tich thém hodc bd tich theo yéu cau riéng cta khach. Dung Chon hét [aletld néu can doi
nhanh ca nhom.

3. Muén déi nén Office, chon mét trong cac lua chon (Trang/Xam dam/Den/Nhiéu mau/Theo Windows) roi

bam riéeng cho muc nay.
VBT v Ap dung cac muc da tich |

Ban sé thay: tool chi ap dung ding cac muc dang tich; néu may chua cai Office, tool bao "May nay chua cai
Office nén chua c6 gi dé thiét 1ap."

5. Muén tra vé mac dinh géc cua Office cho ding cac muc dang tich, bam

€ Tra cac muc da tich vé mac dinh cua Office §

3.4. Sira loi Office thudng gap
Dung dung 1 trong 6 nat theo 16i gap:
1. Office chay cham hoac nghi hong cdu hinh, chua can mang: bam .



2. Stta nhanh khong hét, cé mang va c6 thai gian 30-60 phut: bam JEEESIERNITEN.

3. M& Word/Excel bi dling hodac tat ngay: bam EEEVEAVEIE ST NENERTN.

4. Word/Excel doi dang nhap lai moi [an m&: bam [ Keliile-Re (ke ELle R E A IR .

5. Man hinh Office nhay hoac ké 6 den: bam Man hinh nhay, ké 6 den |

6. File ket & trang thai "Uploading...": bam [ GV L [ S ERTd .

3.5. Sao luu / khéi phuc Outlook

1. Trong nhém ‘@ Outlook, bdm Sao luu mail ra .pst (nhiéu tai khoan) |

Ban sé thay: clra s6 riéng md ra, kéo thu trén may cha vé réi xuat ra file .pst that — cach duy nhat lay
dugc thu ctia khach dung Gmail/Microsoft 365.

2. Sang may mdi, bam EANE Rl LR ARt o1 SR LT W d€ nap lai thu da sao luu.
3. Outlook c6 nhiéu hé so, bam VR LR R IERN ATl W dE xem va chon ho so.

4. Outlook khong mé& dudc, bam QeI A Gl RuleR: 118 dé dung lai khung diéu hudng va xoa add-in bi
khoa.

4. Giai thich cac muc trong cira so

Nhom A — ¢, Office trén may nay

Muc Tac dung Khi nao dung / ghi
chu

6 dong trang thai | Bo Office + bit (32/64-bit) + build; ki€u cai (ClickToRun hay MSI ct) + thu DPoc that tu may,
muc cai; danh sach ng dung da cai; ban quyén; tai khoan Microsoft dang khéng doan
dang nhap; trang théai tu cap nhat + canh bao con sét ban ci

NGt Poc lai toan bo 6 dong trang thai Dung sau khi vira
cai/ga/déi gi d6 lién
quan Office
Nut Nhap key ban quyén 25 ky tu roi kich hoat (qua ospp.vbs cla chinh bd Dung khi Office
# Nhap key Office dang cai) dang chay thtr chua
kich hoat
NGt Xuat bao cao trang thai Office ra file Luu hé s may khach
Nhém B — ./ G& - Don
Muc Tac dung Khi nao dung / ghi chu
* G& SACH moi ban Office (cdng cu Microsoft) Tai va chay cong cu SaRA Dung khi cai dé bi 16i gitra
chinh hang clia Microsoft chiing hoac con sot ban ci

dé g6 toan bo Office

W ® G5 Teams ca nhan | GG 2 ing dung thudng di | Dang khi khach khong can

kem Office
[ Pang xuat tai khoan Office khoi may Xoa tai khoan Microsoft Bam trudc khi giao may cho
dang dang nhap trong khach

Office + mat khau da luu



Muc

S Bat/ Tat tu cap nhat Office

@ May tung dung crack - nhap key that khong an

Nhom C — @& Thiét lap mac dinh cho may khach

Muc

Tac dung

Chuyén trang thai tu cap

nhat cta Office

Chan doan trudc (chua xoa

gi)

9 6 tich sén (AutoCorrect, dan vi cm, thudc Ruler, an file gan day, tat

gach chan dd/xanh, ma trang trang, tu luu 2 phat, luu vao may, tao

shortcut)

5 6 dé tréng (font Times New Roman 13, tat ché d6 xem bao vé, tat tang

téc phan cing, tat tu cap nhat)

Nén Office (Trang/Xam dam/Den/Nhiéu mau/Theo Windows) + nat

N v Ap dung cac muc da tich

N[fid & Chon hét /

N\[fid € Tra cac muc da tich vé mac dinh ctia Office

Nhom D —

. Stra l6i Office

4 Sia nhanh

Muc

@ Sla online

5 M3S Word/Excel Ién la treo

@i Office doi dang nhap lién tuc

Man hinh nhay, ké 6 den

Khi nao dung / ghi chi

Tat khi khach muén gilt nguyén

ban dang dung

Dung khi khach da mua ban

quyén nhung nhap key vao
Office van kich hoat kiéu KMS

ch

Tac dung

Thiét lap phu hgp
cho khéch phé
thong dung tiéng
Viét

Thiét lap dac thu

DP3&i mau nén giao
dién Office

Ap dung ding
cac muc dang tich

Tich hoac bo tich
toan b6 14 6
cung ldc

GG ding muc
dang tich, trd nhu
Office vura cai

xong

Khi nao dung / ghi
chu

Gilr tich méc dinh néu

khong cd yéu cau riéng

Chi tich khi khach yéu
cau riéng

La 1 trong 5 lua chon,
¢ nut ap dung riéng,
khéng theo nat Ap
dung chung

Khong dung t&8i muc
chua tich

Dung khi muén déi
nhanh

Dung khi muén hoan
tac thiét lap da ap
dung

Tac dung
Quick Repair, khong can mang

Online Repair, cdn mang, mat khoang
30-60 phut

Xoéa add-in bj Office tu khoa

X0& danh tinh + mat khau Office da luu
bi hong

Tat tang téc phan ciing

Khi nao dung / ghi chu
Thir trudc tién khi Office cé 16i nhe

Dung khi Stta nhanh khéng hét 16i

Khi Word/Excel diing hoac tat ngay
lic ma

Khi Office cir doi dang nhap méi lan
md

Khi man hinh Office nhay hoac ké 6
den



Muc Tac dung Khi nao dung / ghi chua

[ GV [CETe [Tl IR W1 -l = X0a cache Office Upload Center Khi file ket & trang thai
"Uploading..."
Nhém E — ‘@ Outlook
Muc Tac dung Khi nao dung / ghi chu
Kéo thu trén méy chti v roi | Cach duy nhat I8y thu ctia khach dung
xuatra .pst that Gmail/Microsoft 365

& Nap file .pst vao Outlook ctia khach Nap lai file .pst dasao luu Dung khi chuyén may hoac khéi phuc
Xem va chinh h6 sa Outlook Khi Outlook cé nhiéu hé sa

¢’ Outlook khong mé& dugc Dung lai khung diéu huéng + | Khi Outlook khong mé dugc

x04a add-in bi khoa

5. Kiém tra két qua

* Nhém A doc lai (bam L RERENGE) ding vdi tinh trang Office that trén may.

e Sau khi RN RER IR W MG lai Word/Excel kiém tra duing cac thiét 1ap da tich (vi du

AutoCorrect da tat, don vi do da sang cm).
¢ Sau khi stta 16i, m& lai Word/Excel/Outlook kiém tra 16i da hét.

* Sau khi sao luu Outlook, kiém tra file .pst da xuat cé kich thudc hgp ly, ma thir bang Outlook dé xac nhan
6 thu.

* Sau khi dang xuat tai khoan Office, m& Word kiém tra khong con tén tai khoan ci hién & goc trén.

6. Loi thudng gap va cach xur ly

Hién tugng / Nguyén nhan Cach xtr ly
thong bao

" X May nay May chua cai Office Dung nat " @ Cai dat Office” & man hinh chinh dé cai trudc
CHUA cai Office."

"May nay chua cai | Bam Cai Office trudc réi mdi vao thiét lap

(oLl NN RSN v Ap dung cac muc da tich L4

gi dé thiét lap.” maéy chua cai Office

"CHUA c6 key nao | Office dang & ché dé thir, chua Bam BB\ LET NG nhap key khach da mua

dugc nhap (Office nhap key
dang chay tha /
chua kich hoat)"

"A Con sot: .." May con ban Office cl ki€u MSI Rl ~ G3& SACH moi ban Office EElIOWEIRIEIRIN!

(dong kiéu cai) song song v@i ban mai lam Office mdi 16i gilta chiing



Hién tugng / Nguyén nhan Cach xr ly

thong bao

Khach da mua key | May ting dung ban crack (kich Bam

that nhung Office hoat KMS) con sét gidy phép c @ May tiing dung crack - nhap key that khéng an
van kich hoat kiéu doc ky chan doén trudc khi déng y xoé

ch

Md& Word/Excel bi Add-in bi Office tu khoa CEIMM 5 M3 Word/Excel 1én la treo

ding hoac tat
ngay

M& Word hién Danh tinh Office da luu bi hdng CEfMN &7 Office doi dang nhap lién tuc
bang dang nhap
lién tuc mbi ngay

File Office ket & Cache Office Upload Center bj ket -l . Ket "Uploading..." - x6a cache

trang thai

"Uploading..."

Dat nén Office Nhiéu ban Office bo qua gié tri Tool tu m& Word kiém sau khi dat; néu Office khong theo,
xong nhung Theme, bam theo ché d6 sang/toi déi lubn theme sang/t6i clia Windows

Word/Excel van ctia Windows

khong déi

Sao luvu Outlook | Khach chi dung Gmail/Microsoft | Duing didng nt (kéo tir may
khong thay file .pst | 365 qua .ost, chua ting xuat cht), khéng chép file .ost cii

nao .pst

7. Luu y an toan

e " B Dang xuat tai khoan Office khoi may" va cdc muc xod mat khiu/danh tinh trong két Windows khéng
hoan tac dugc — chi bam khi chuan bi giao may, da chac khach khéng can dang nhép lai ngay.

* "¢ G8SACH moi ban Office" xoa toan bé Office trén may — chi dung khi chac chan can cai lai, nén sao luu
dir liéu/cau hinh quan trong trudc (vi du mail bang nat Sao luu Outlook).

e "af May ting dung crack.." chi chdn doan trudc, chua xoé gi cho tdi khi déng y & budc sau — van nén doc
ky n6i dung trudc khi déng y.

* Tat ché dé xem bao vé lam giam bao vé chéng ma doc trong file tai vé — chi tich khi khach that sy vudng.

e Cac 6 tich mac dinh & nhém C phu hgp cho khach phé théng dung tiéng Viét; 5 6 dé tréng la tuy chon dac
thu, chi tich khi khach yéu cau.

8. Cau hoi thudng gap

Héi: May chua cai Office, bam nat nay co ich gi khéng?

Pap: Van ma dudc clfa s6 va xem dudc giao dién cac muc, nhung mudn thiét 1ap hay sira 16i that thi phai cai
Office trudc.

Hoai: Sao luu Outlook khac gi chi chép file .ost ci?

Dap: File .ost gan chat véi may nguon, khdng dung lai trén may khac dugc. NGt "Sao Iuu mail ra .pst" kéo thu
that tir may chd vé va xuat ra .pst dung lai dugc trén may khac.



Hoi: GG sach Office xong c6 mat ban quyén da nhap khong?
Dap: Ban quyén gan vdi tai khoan Microsoft hoac key cta khach, khong mat khi g& Office. Cai lai Office va
dang nhap dung tai khoan (hodc nhap lai key) la co lai.
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