CONG TY TNHH L.P.A Checklist trién khai Microsoft 365

CHECKLIST TRIEN KHAI MICROSOFT 365
CHO SMB NGANH KE TOAN — KIEM TOAN — LUAT

Tai liéu trién khai & ban giao
Cap nhat: 16/12/2025
1) Thong tin khach hang

Tén doanh nghi Nganh:
Ngudi lién hé: SPT/Zalo:
Tén mién email S6 User:
Goi dy kién: [ Business Basic [ Business Standa Chuky: OThang O Niam

2) Chon géi nhanh theo nhu ciu (goi y)

* N&u can Excel/Outlook/Word cai méy 6n dinh cho nghiép vu k& toan/luat: Business Standard.
e N&u chi y&u email t&n mién + hop Teams + luwu trir & chia sé tai liéu online: Business Basic.
* Khuyé&n nghi: wu tién chuin hda lwu trit tdp trung + phan quyén dé kiém soat ho so khach hang.

3) Checklist trién khai (theo thi tu thwce chién)

Hang muc Ghi chu
A. Khéo sdt & chudn bi
Xac nhan sé user, phong ban, nhu cau Office cai may hay online.
Xac nhan tén mién (dang dung & dau), quyén quan tri DNS, théng tin d&ng nhap.

Théng nhat ciu trdc email theo chuan (vd: ten.ho@domain).

O oo g

Théng nhat ciu tric thu muc hd so (Khach hang / N3m / Hop dong / Chirng tir...).

Ch&t pham vi migrate: Email, Drive/Folder, di¥ liéu trén may ca nhan, dir liéu tir Google
Drive/Dropbox/6 cirng.

O

B. Thiét Idp tenant & ngudi diing
Tao tenant Microsoft 365 va cu hinh théng tin t8 chirc.

Tao user + gan license theo danh sach; d4t chinh sdch méat khau ban dau.
Tao nhédm theo phong ban (K& toan, Kiém toan, Phap ch&, Admin...) d& phan quyén dé.

Thiét |13p alias, shared mailbox (néu cd: info@, ketoan@...).

o oo o g

Thiét 1ap chit ky email chuin thuong hiéu.
C. Email tén mién (DNS)

Thém & xac minh tén mién trén Microsoft 365.

O

O  C3u hinh ban ghi DNS: MX, TXT (SPF), CNAME/Autodiscover theo huéng dan.
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Hang muc Ghi chu
Kich hoat DKIM (néu duing Exchange Online) va thiét Iap DMARC & murc phu hop.

Kiém tra glti/nhan, chéng vao Spam; chay test v&i 1-2 user trudc khi cut-over.
D. Lwu triv & phén quyén hd so’ (OneDrive/SharePoint)

Thiét k& site/nhém SharePoint theo phong ban hodc theo nghiép vu.

Tao thu muc chuan: Khach hang / Noi bo / M3u biéu / Hop déng / Nam tai chinh...
Thiét 14p quyén: ai xem/ai slra/ai quan tri; han ché chia sé ra ngoai néu khéng can.
Thiét 1ap chinh sach déng bd OneDrive/SharePoint cho mdy nhan su.

Thiét 1ap quy tac dat tén file & phién ban (versioning) dé truy vét.

E. Teams (giao tiép & hop)

Tao Teams theo phong ban/dy dn; phan quyén Owner/Member/Guest.

C3u hinh kénh (channels) va gan thu muc SharePoint tuwong ng.

Hudéng dan lich hop, chia s man hinh, ghi chd, file hop.

F. Bdo mdét co’ ban khuyén nghi

Bat MFA (xac thuc da yéu t8) cho tai khodn quan trj va toan bo user (khuyén nghi).
Bat Security Defaults hodc chinh sich tvong dwong (tly phién ban).

Ki€ém tra quyén admin t6i thiéu (least privilege) va nhat ky d&ng nhap.

Thiét 14p SPF/DKIM/DMARC dé giam gia mao email.

Khuy&n nghj phuong an sao lvu dit liéu déc 1ap (third-party backup) néu doanh nghiép yéu
cau tiéu chuan luwu trir nghiém ngat.

G. Chuyén dir liéu (migrate)
Migrate email: IMAP/PST/Google Workspace (tuy tinh trang) va d6i soat mailbox.

Migrate file: Google Drive/Dropbox/6 citng |&n OneDrive/SharePoint theo ciu tric d3
théng nhat.

Dai soat: sb luwgng file/thuw muc, quyén truy cap, file quan trong.

Chay song song 3—7 ngay (néu can) trudc khi chuyén han.

H. Cai ddt & ban giao

Cai Outlook/Office desktop (d8i véi Business Standard) va dang nhap chuan.
Cai Teams/OneDrive, kiém tra dong bd va quyén truy cap thyc té.

Pao tao nhanh 30-60 phut: Email, Teams, lwu trit, chia sé dung céach.

Ban giao checklist + tai khoan admin + tai lieu hwéng dan + kénh hd tro.

Théng nhat SLA hé tro sau trién khai va lich kiém tra lai sau 7—-14 ngay.

Ghi chu: Checklist nay mang tinh khuyé&n nghi trién khai. M6t s6 tuy chon bdo mat nang cao cé thé phu thudc géi license va chinh sach ndi bo
cla doanh nghiép.
Lién hé trién khai: CONG TY TNHH L.P.A — Hotline/Zalo: 0387810288
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