H??ng d?n s? d?ng
Microsoft Forms

e TRUY CAP VAO FORMS

e TAO LAP FORMS

o CAI DAT FORM: PHAN QUYEN, SAP XEP CAU HOI NGAU NHIEN, THOI GIAN BAT DAU, KET

THUC...



TRUY C?P VAO FORMS

Budc 1: bang nhap vao trang chu trang chd https://office.com.

Budc 2: Chon Apps --> chon All apps

Ty M365 Copilot En)

Q. Search

{) Chat
Agents
Explore agents
Create agent
Conversations
Pages

ﬂb Create

I & Apps <—

Budc 3: chon Forms

T M365 Copilot [En] < Apps

Q Search

O Chat
Agents
Explore agents
Create agent
Conversations
Pages

ﬂb Create

| & Apps

Apps

m Outlook

Email, schedule, and set tasks.

g8 Word

‘ OneDrive

o
Teams

m Excel b PowerPoint

Use across Teams, Outlook, and Microsoft 365 Copilot

AIl apps

ﬁ Add-Ins

Add-Ins

’ Connections

Access personalized tools, news, and
resources.

@ Kaizala

A simple and secure mobile chat app for
work

E Bookings

Simplify how you schedule and manage
appointments both inside and outside...

a Engage

Connect with coworkers and classmates,
share information, and organize aroun...

- Lists

Allows users to create, share, and track
data inside lists.

‘ Calendar

Manage and share your schedule.

u Excel

Budget, plan, and calculate.

n Loop

Enabling teams to think, plan, and
create together.

‘ Clipchamp

4 Install app

a OneNote

Q SharePoint

= Allapps >

B Getm

‘ Clipchamp

Make and edit videos.

:

a Forms

Customize surveys and quizzes, get real-
time results.

‘ OneDrive

Safely store files, photos, and more.
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170 L?P FORMS

Budc 1: Chon New Quiz hodac New Form

¢ > @ % fomsoffice.com/Pages/DesignPageV2aspxlorigin=shell cx O

Forms ?

Explore templates

Workflow Solution

Streamline your work flow:

collect Info, send reminders,
view summaries. All set!

Budc 2: Dién thong tin vé Quiz va mo ta. Chon Quick start with.

Forms Untitled quiz - Saved

Q) Style (83 Settings & Preview B> Collect responses dll View respons

Untitled quiz [

Form description

L] i .
Templates 0 Quick start with

© Quick start with 7

® Choice Text % Rating

e A ~ A . A
Date T4 Ranking Likert

e A ~ A . A

e ~ - ~ F ~
T Upload File €9 Net Promoter Score® O Ssection

Budc 3: Chon cac loai chlic nang cau héi nhu bén dudi

e Choice: Phuc vu cho cac cau hdéi dang Multiple choices hoac cau hdi dang
Check-box. Nhap cau hai can héi (1). Chon hinh dnh muén xuat hién trong cau
hoi (2). Nhap cac lua chon tra [0i bén dudi. DE thém lua chon, nhan Add
option (3). Cho phép nguoi trad |16i chon nhiéu cau tra 10i, bat Multiple
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answers (4). Néu muén cau hdi ¢ dang bat budc thi bat Required (5). Nhan
Nt ... (7) d€ cé cac tuy chon khac nhu Subtitle, Shuffle options....

Trac nghiém vé CNTT

1.| Questior{ I 1

@ Option 1 7
@ Option 2 L
-+ Add option 5

Points: 0

@ Add new question

@ Math @ Multiple answers

I@ Requiredl B

4

5 6

e Text: Ph?c v? cho cac cau h? d”ng T?lu?n. ? ?ay Forms h? tr? Long answer (1) ???c dung cho
cac cau tr? 1?2 dai nh? vi2t 20?n vn. Ngoai ra, c6 th? nhn ... (2) ?? ¢6 thém céc tuy ch?n cau tr? 12

ch? ch?as?, th?aman cac 22u ki?n, gid h™...

0 w ™
2 =
Carrect answers:
-+ Add answer
1 2
Points: 0 @ Math @ Long answer @ Required E

@ Add new question

« Rating: Ph?c v? cho cac cau h? v? ?anh gidtheo cac m?c ?? 1-10 (1). Microsoft Forms h? tr?
bi?u t??ng hinh sao (Star) ho?c s? (Numbers) cho [07 ?anh gia nay (2). Coth? nh?n ... 22¢0
thém |?a ch?n ?2nh ngh?am?c 1 Star/ 5 Star va ch?c n?ng khac (3).
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3. Question %
Levels: 5 v~ Symbol: ¢y Star
1 2
Points: 0 @ ) Required E
3
@ Add new question
« Date: Phuc vu cho viéc thu thap dir liéu lién quan dén ngay thang nhu héi vé
ngay thang nam sinh.
0 o T
4. Question F"f
e
Points: 0 @ Required
@ Add new question
« Ranking: Tao cdu hdéi danh cho nguoi tra 10i sdp x€&p cac lua chon theo th tu uu tién
hoac muic dé quan trong.
g @ ™
5. Question [

List options in the correct order (D

Option 1

Option 2

Option 3

—f— Add option
Points: o] @ Required
Budc 4: Chon Preview dé xem lai forms

Trac nghiém vé CNTT - Saved ~ Preview

G Style {8 Settings & Preview P> Collect responses J Pres

4. Juesuorni

Please input date (M/d/yyyy)
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Budc 5: Chon Style dé thay déi giao dién

Forms Tréc nghiém v& CNTT - Saved ? |

Q) Style &3 Settings > Preview B> Collect responses dil View nesponses) J Present

) ) ) Styles X
Trac nghiém vé CNTT b

1. Question E

Templates
() Option 1
O Option 2
2. Question

Enter your answer

3. Question

Wwwwww
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CAIl 22T FORM: PHAN QUY?N,
S?P X?P CAU H?I NG?U
NHIEN, TH?I GIAN B?T ??U, K?
T THUC...

Budc 1: Sau khi soan thao xong forms, chon Settings dé cai dat phan quyén

Tréc nghiém v& CNTT - Saved ~ ? @

s
Q) Style i} Settings & Preview B> Collect responses ‘:\ dl View responses /] TJ Present

. Settings X
Trac nghiém vé CNTT

Who can fill out this form

o
C) Anyone can respond
1. Question © Only people in Truong Dai Hoc Quan Ly & C
(_) ong nghe TPHCM can respond
Option 1
- P Sign-in required to validate access within Truong D
- ai Hoc Quan Ly & Cong nghe TPHCM
Option 2
O or Record name
One response per person
. ) Specific people in Truong Dai Hoc Quan Ly
2. Question O s» S g z

& Cong nghe TPHCM can respond

Budc 2: C6 2 lua chon
Chon Anyone can respond la cho phép bat ki ai truy cap link vao forms

chon Only people in my organization can respond la nguoi trong té chic cé email

@st.umt.edu.vn.
Budc 3: Option for responses

« Accept responses: Lua chon nay cho biét Form cé thé nhan phan héi khong.
Diéu nay c6 nghia la ta cé thé tao Form trudc, nhung khéng cho nguoi xem tra
[6i Form.

. Start Date: Thiét 1ap ngay bat dau cho tra 16i Form.
« End Date: Thiét 1ap han chét cho Form.
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« Shuffle questions: Sap xép cau hoi theo th& tu ngau nhién méi lan vao Form.

« Customize thank you message: Soan ndi dung cam on ngudi lam khao sat

Trac nghiém vé CNTT

1. Question
O Option 1
O Option 2

2. Question

Enter your answer

3. Question

Wow oW W w

Tréc nghiém vé CNTT - Saved ~

?

) Style {33 Settings /& Preview > Collect responses J Present

Settings

Options for responses

Accept responses

[] start date

D End date

[] set time duration 0}

D Shuffle questions

D Disable question number for respondents
Show a progress bar (1)
Hide Submit another response

D Customize thank you message

Allow respondents to save their responses

D Allow respondents to edit their
responses

P
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