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HUONG DAN SU DUNG MICROSOFT TEAMS

(Danh cho Cén bo, Giang vién, C6 van hoc tap)

1. Cai dat va dang nhap Microsoft Teams

1.1. Cai dat MS Teams trén may tinh
Luu y: Microsoft Teams chay t6t nhat trén Window 10

Budc 1. M3 trinh duyét, vao trang https://www.microsoft.com/vi-
vn/microsoft-teams/download-app, nhan nut RETRIC T KL RN ENA T

Gol, trd chuyén va I3p ké hoach ngay v gia dinh va bas

Tai xuéng Microsoft
Teams

i moi nGUE tif moi naii trén Teams.

Téi xuéng cho méy tinh
T4l xuéng cho thiét b di déng

*e-c@i e -iesi=

Budc 2: Tai file Teams_windows.exe xuéng may tinh, md file vira tai xuéng va
chd dén khi cai dat xong.

Tai Teams danh cho c6ng viéc xuéng may tinh cta ban

Tim hiéu céch sir dung Microsoft Teams

Cho cai dat xong
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1.2. Cai dat MS Teams trén dién thoai

Buéc 1: Vao cira hang Uiing dung trén dién thoai (App
Store trén dién thoai st dung hé diéu ha‘nh iOS hoac
Google Play trén dién thoai str dung hé dieu hanh Android)

B> P

Google Play App Store

Budc 2: Vao muc tim kiém, g6é cum tU tim kiém Microsoft Teams. Nhan nut
Cai dat va M@ sau khi da cai dat xong.

WER

& MicrosoftTeams QO

* Microsoft Teams
Microsoft Corporation

4,6% 10 Tr+
224 N bai Luot tai Pugc xép
danh gia xudng hang 3+ ®

Microsoft Teams la trung tam danh cho lam
viéc nhom cuta ban trong Office 365.

~

2 @FQ 02

Co thé ban ciing thich >

0@

Microsoft Microsoft Microsoft Di
Edge Office: Word... Math Solver  di

82 MB 96 MB 23 MB 2t

Callpky Cliledsls Cuone  Chuedy  Selid

Google Message Youfube Caidat Bosuutal

Ces0O®

1.3. Bang nhap vao MS Teams

Budc 1: MG Ung dung Microsoft Teams, nhap tai khoan Microsoft Office 365
va nhap mat khau.

V6i can bé, giang vién: tai khoan Office 365 chinh la dia chi email can bg, giang
vién do nha trudng cap dang <HovaténGiangVién>@tump.edu.vn

Trén may tinh:
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B2 Microsoft

>

Nhap tai khoan cd quan, trudng hoc hoac tai khoan
Microsoft cua ban

< HovaténGiangVién>@tump.edu.vn

éu thém

i Dang nhép vao Microsoft Teams - a

<HgvaténGiangVién>@tump.edu.vn

Enter password

Forgot my password

Sign in with another account

284 Luong Ngoc Quyén

Nhap tai khoan Office 365

Trén dién thoai

1751 & A=l &

Microsoft Teams

&

i

Get started with your work, school, or
personal Microsoft account

<HovaténGiangVién>@tump.edu.vn

Get help with signing in

—

=. Sign up for free ]

1] @] <

Nhap tai khoan Office 365

Pién mat khau

"y\\éjl‘

<HovaténGiangVién>@tump.edu.vn

Enter password

Forgot my password

Signin

284 Luong Ngoc Quyén

Terms of use  Privacy & cookies - -«

M @] <

Pién mat khau

Buéc 2: Xac thuyc tai khoan: D€ bao mat thong tin, déi vdi tai khoan lan dau
tién dang nhap, Thay, c6 sé dudc yéu cau xac thuc tai khoan.

© Phong Céng nghé thong tin — Thu vién, Truong Pai hoc Y — Dugc




TRUONG DAI HOC Y - DUOC, PAI HOC THAI NGUYEN

(o)
7 \
o> )
RS

<HovaténGiangVién>@tump.edu.vn
Can thém thong tin

T6 chifc clia ban can thém thong tin dé bao mat tai
khoan cua ban

SUr dung mot tai khoan khac

Tim hiéu thém

284 Lwong Ngoc Quyén

Néu khéng muén xac thuc tai khoan, Thay, c6 chon Hay bé. D€ xac thuc tai
khoan, hay chon Thiét 1ap ngay bay gi&. Thay, c6 cé thé chon xac thuc qua
bién thoai hoac Email:

.l.,l'-'.'"‘-_'i:b.i <HovaténGidngVién>@tump.eduvn | ?
a\ )

diing dé mat quyén truy nhap vao tai khoan cua ban!

thé dat la n ching ban la ai. Ching t & khong ding t

Wdt 1 trong s6 céc tly chen bén dudi

Chon 1 trong 2 cach:

1. Xac thuc qua s6 dién thoai: Chon ma Quéc gia la Viét Nam (+84), nhap
s6 dién thoai cia Thay, c6. Chon Nhan tin cho téi hoac Goi toi.

2. Xac thuc qua Email: Nhap Email ca nhan cua (chd y khéng sur dung
email trudng hoc hodc céng viéc chinh clia Thay, c6). Chon Email toi.
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Chd ma kiém chiing gui vé qua tin nhan, cudc goi, hoac email. Nhdp ma kiém
chirng va nhan nut Kiém chirng

<HovaténGiangVién>@tump.edu.vn
Duy tri dang nhap?

Thuc hién thao tac nay dé giam sé lan ban dugc yéu
cau dang nhap.

Khéng hién thi lai théng bao nay

Welcome to MIE Experts Viét Nam.

Xin chdc ming! Thay, c6 da cai dat va dang nhap thanh cong Teams!

Trén may tinh

a < Back
- Join or create a team Search teams Q
= B ®
8
Create a team Join a team with a code R'liNt"fﬂP
B Te® F
:
t
()
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Trén dién thoai

1754Ma A =it il & 1755 M & N =Sl e 17.57Ma A= ala
Q  Search 0
' ’ See all teams
H B -
- Your privacy option
We've made some updates to the privacy settings
to give you more control. Your organization's
admin has given you access to several optional
cloud-backed services.
: These services are enabled and provided to you
ASSlgnmentS, ﬂleS‘ notes, and under the Microsoft Services Agreement
more—all your classroom
baSiCS are here. To adjust these privacy settings, open
Teams > Settings > About > Connected
experiences
Learn more
o
Q B[] @
Activity Chat Teams [JAssignm.. Calendar More
@ @ ] @] <

1.4. Bang nhap MS Teams trén Website

Luu y: Cach nay khong cé day dua tinh nang ctia MS Teams, nén dung trén may
la va trinh duyét 4n danh)

Buéc 1: M4 trinh duyét, vao trang http://office.com, nhan nat “Dang nhap”.

=. Microsoft | Office sanphdm ~ Tainguyén v M3u Htro  Taikhodn cia toi Tat ca Microsoft v R,)

Hoc tap tif xa trong gido duc. Tim hiéu thém >

Chao mung ban dén véi
Office D N e g

Nai d€ ban tao, giao ti€p, hdp tac va hoan thanh c6ng viec
tuyét vai.

Dang nhap

Tai Office

Ding ky phién ban mién phi cta Office >

“

Budc 2: Bang nhap vao MS Teams:; Gi()’ng nhu dang nhap Teams trén may
tinh (dang nhap bang tai khoan office 365 da ducc cung cap)

© Phong Céng nghé thong tin — Thu vién, Truong Pai hoc Y — Dugc


http://office.com/

TRUONG DAI HOC Y - DUOC, PAI HOC THAI NGUYEN

B® Microsoft ¥
-
Slgl'l in « <HovaténGiangVién>@tump.eduvn
<HovaténGiangVién>@tump.edu.vn Enter password
No account? Create one! | assword
ca §

? Forgot my password
Back

284 Luang Ngoc Quyén
Q Sign-in options

Budc 3: Click vao biéu tugng (ing dung Teams dé ma Microsoft Teams

Microsoft Office Home

< ]

i1 Office 365

2

Good evening Install Office
All My recent Shared F Type to filter list Y T Upload

D Name Modified Activity

or upload and open one

aaiﬂoaoﬂeﬁﬁ@

m Feedback

Xin chdc ming! Thay, c6 da dang nhap thanh céng Teams trén trinh duyét

™5 Microsoft Teams

C @& teamsmicrosoft.com

Microsoft Teams

s Nhém €3 & Tham gia hodc tao nhém
= Nhém
i
a
S
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1.5. Thay d&i mat khau tai khoan Office 365

Buéc 1: M trinh duyét, truy cap link https://myaccount.microsoft.com/, dang

nhap tai khoan Office 365 can thay déi mat khau

Nhép tai khoan Office 365: chu y c6 2 trirong hop sau:

B Microsoft
Pang nhap

< HovéténGiéng\.’ién|> @tump.edu.vn

Ban khong truy cdp dugc vao tai khodn?

B1.1: Xem dung tai khoan can

d6i mat khau

I<HovéténGiéngVién>@tump.edu.vn I

Can thém thong tin
TG chirc clia ban can thém théng tin dé bao mat tai
khoan ctia ban

st dung mot tai khoan khac |

Tim hi€u thém

B1.2: Néu khdng ding tai

khoan thi chon & day

284 Ludng Ngoc Quyén

Trwong hop dang nhap lan dau tién

Trwong hop da dang nhap tw truvdc

Budc 2: Tim, an vao "THAY poI MAT KHAU" va l1am theo hudng dan

4 Théng tin bdo mat Mat khau
Test 1
5 Q

<HouaténGlinaVidnsum edu v
Dy

Thiét bi Céc t8 chirc

e v i et Xam 1t ci cic 16 endc mi ban

Cai dat & quyén
riéng tu

Hoat déng dang
nhép cua téi

p

Thay dé&i méat khau

Can c6 mat khiu manh. Nhép 8-256 ky tu. Khdng bao gém

E:E)’:g cac tir hodc tén thudng gap. Két hgp chir hoa, chif thudng,

s va ky hiéu.

ID nquai M
<HovaténGiangVién>@tump.edu.vn

Mat khau ci

Tao mat khau méi

D6 manh méat khau

Xac nhin mat khadu méi

“ .'"ﬂ}" oo
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2. Hudng dan ca ban st dung MS Teams

2.1. Cai dat tiéng Viét cho MS Teams trén may tinh

“ o> B1: Click chuét phai &|- o~
vao tén tai khoan

£
O —
E—

B3: Click chon
“Tiéng Viét”

Sl " B4: Click chon “Save
[ sove s rostar | and restart”

2.2. Mot s6 chirc nang hién thi trén MS Teams

Doc phia bén trai, Thay, c6 cé thé diéu huéng dén cac khu vuc khac nhau trong
Teams. Chang han nhu Trd chuyén (Chat), Cudc hop (Meeting), Tép (Files) va
Hoat dong (Activity).

Hoat déng (Activity): Hién thi cho Thay, c6 cac hoat déng mai nhat cia Nhdm
ma Thay, ¢6 tham gia. Gilp Thay, c6 ludn cap nhat thong tin.

Tro chuyén (Chat): Nai luu gilr cac cuéc héi thoai ciia Thay, c6. Cung cap lich
st tro chuyén day dd. Tuy nhién, dé tro chuyén trong mot team, Thay, cd nén
stf dung Teams menu va té chlc trd chuyén nhom trong “Conversation”.

Teams: T6ng quan vé tat ca cac Team cla Thay, c6 ma Thay, cb 1a thanh vién
va cho phép Thay, co6 di sau vao ting Channel trong cac Team nay. Bay cling
la nai Thay, c6 c6 thé tao mét Team mdi.

Cudc hop (Meeting): Tab Meeting dong bd cac cudc hop cla Thay, co tU
Outlook va cling cho phép Thay, c6 Ién lich cac cudc hop trong tab Meeting
dugc gui dén Team. Néu Thay, c6 mudn Ién lich cac cuéchop khac véi ngudi
dung hodc ca nhan bén ngoai, Thay, c6 van sé can st dung Outlook, vi tab
Teams meeting chi dé€ Ién lich cudc hop trong Team. (Hdy nhé muc dich la
hgp tac nhdm, khéng phai quan ly lich lam viéc).

© Phong Céng nghé thong tin — Thu vién, Truong Pai hoc Y — Dugc
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Tép (File): Trong Tép, Thay, c6 cd thé nhanh chdong tim va xem tép trén
OneNote, OneDrive va trong Teams (dugdc Iuu trir trong cac trang
SharePoint riéng). Ngoai ra con c6 mét tab rat hitu ichTab Recent dé Thay,
co ¢ thé nhanh chong truy cap cac tai liéu ma&i nhat ma Thay, c6 dang lam
viéc cling nhu mot 16i tat dén khu vuc Tai xuéng (Download) cua Thay, co.

Chtic nang “"TRO CHUYEN":
Nai luu gilr céc gitr cac cudc
hai thoai cua ban.

Chic nang "NHOM": Téng
quan vé tat ca cac nhom,
cho phép ban tao nhém mdi

B Tham gla habe 130 shém

Chdc nang “"LICH": Cho
phép lén lich cac cudc hop
hoac buéi hoc

Chiic nang “TEP": ban c6 thé
nhanh chong tim va xem tép
trén OneNote, OneDrive

© Phong Céng nghé thong tin — Thu vién, Truong Pai hoc Y — Dugc el
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3. Thiét 1ap va tuy chinh nhém

3.1. Tao nhém, tham gia nhom

Tim kiém hodc g8 lénh

B1.1: Click “THAM GIA
HOAC TAO NHOM”

Nhém

#§" Tham gia hodc tao nhom

Tim kiém nhé

Tham gia hoac tao nhém
> ¥
Tao nhém Tham gia nhém bang ma

T1ee
- o,

Ho3c nhap ma dé
tham gia nhém & day

B1.2: Click
“TAO NHOM”

Chon loai nhém

)

B2: Click

\ y “LOP HOC”

Tao nhém ¢

Gido vién 13 chd
I9p hoc cho phé
cho hoc vién khONg

[ Tép huén st dung MS Teams cho GV, CVHT @ ]

M ta (tiy chon)

Day 13 lop tép hudn cic budc sir dung phin mé B3 2 -~ cl ick
| L ]
AT
“TIEP THEO”

tryc tuyén

Hay
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L&p da dugc tao nhu anh

Thém thanh vién vao Tap huan sif dung MS Teams cho GV, CVHT

Hocvién  Gido vién

3.2. Thém thanh vién

3.2.1. Thém tung thanh vién

B1: - Chon “Hoc vién” cho sinh vién
- Chon “Giao vién” cho giang vién,

can bd quan ly, thanh tra... (néu can)

vién vao Tap huan sir dung MS Teams cho GV, CVHT

Hocwvién Gido vién

nguyenvanlam@tump.edu.vn
A

guyén Vin Ldm
GUYENVANLAM

B3: Chon “Thém”

B2: Nhap tai khoan 0365

Pong
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3.2.2. Thém nhiéu thanh vién

Luu y: Thém nhiéu thanh vién chi sit dung duoc trén MS Teams chay trén
trinh duyét (Chrome hodc FireFox). O ddy xin huéng dan trén trinh duyét
Chrome.

Budc 1: Download tién ich md& rong "Refined Microsoft Teams” theo link sau:
https://chrome-stats.com/d/bipffdldhfhcecjhcgklheahpkocojfk/download

M Refined Microsoft Teams | Dowr| X = = © - ©o X

€& > C & chrome-stats.com/d/bipffdidhfhcecihcgklheahpkocojfk/download T A MBE ®© v & » n :

*ChromeStats Solutions > Extensions ™~ Publishers > Pricing Search n s
Home / Categories / Productivity / Refined Microsoft Teams My favorites »

Sign in to access starred items

Overview Download Safety Trends Reviews Manifest Compare .
Top trending »

Refined Microsoft Teams @ Among Us Wallpaper HD

Custom New Tab

B1.1: Bam vao day dé Download

otal download count: 34.002
(Only count downloads from ChromeStats)

M\ Motion VPN

G Eagle for Chrome

How to install Refined Microsoft Teams from a ZIP file
n Video Downloader

1. Download the Refined Microsoft Teams 0.3.7 ZIP file

2. Uncompress the ZIP file to a directory of your choice.

3. In Chrome browser, go to chrome://extensions

4. Enable Devel Mé he Load Unpacked button.

5. Select the dir Ludn mé loai tép ndy i ZIP files from step 2. The extension is now installed on your browser.

e Deadpool Backgrounds HD
Custom Marvel New Tab

= View more...

" Hién thi trong thu muc
Other versions o] iy i

B bitahceghes..cp |2 B1.2: Bam vao day roi chon “Hién thij trong thu muc”

grree v — - _

¥ 9 % Extract Downloads - a X

” Home Share View Compressed Folder Tools B1 .3: An chuét phéi Véo (7]
A & « Users > namga > Downloads > - - .
file zip vira download, chon

& Name A
# Quick access {“ n” = 4
¥ g Extract to ...” dé giai nén
[ Desktop * oday (1)
¢ & Downloads * &3 bipffdidhfhcegjhcgkiheahokocoif 28/09/2021 5:45 CH WinRAR ZIP archive
[Z) Documents * v Last week (23) L
— Share with Skype
&= Pictures * |&] chan dung vuong 9 P CH JPG File
= Open with WinRAR B
Anh BM Khoa |%] 20210321072459!LogoD u = o CH JPG File |
—— 5] chbdgh lack e H PNG File
E i] gdgdg B Extract Here H PNG File
DCCTHP PCD DH g 2 :
& gdgd Extract to bipffdidhfhcecjhcgklheahpkocojf\ H PNG File
I TEAMS [&] 242445186_8519331155C ki Scan with Microsoft Defender... H PG File
i [ This PC [&] 242403352_1985330251¢ & Share H JPG File
: J 3D Objects [s] 242155554 9293884709¢ Open with > IH JPG File
| Desktop 0 242946459_3463218406} e s [H IPG Fie '
B bocuisiis [8] 242774923 26461403553 Restore previous versions H IPG File .
- |s] 242054980_22734078594 H JPG File
4 Downloads [s] 242565557 302230143 >endto > 8 pGFile
! J Music =] 242397103_36305529883 Cut H JPG File
‘ = Pictures |=] 242900873_11253068443 Copy H JPG File
= = |
i 4, 7 4 1 H JPG File
( B videos %i 232704_ 4605 OSSC‘ Create shortcut = [.: !
2., WINDOWS 10 (C2) eams_windows_x64 (1] Delete H Application 1
I SETUP (D) @ meetingAttendanceList Rirars VA Microsoft Excel C...
I - @3 meetingAttendancelist A Microsoft Excel C... v
s DULIEU (E)) 3 |
v < Properties >

i 194 items  1item selected 20,3 KB
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M Refined Microsoft Teams | Dowr: X +

« 3 cC

B2.1:

@ chrome-stats.com/d/bipffdidhfhcecjhcgkiheahpkecojfi/download

Mé& trinh duyét

Overview Download Safety Trends Reviews Manifest

Refined Microsoft Teams

Download ZIP file

Compare

Total download count: 34.002
(Only count downloads from ChromeStats)

How to install Refined Microsoft Teams from a ZIP file

Chrome, chon
Settings/Cong cu khac/Tién ich mé rong

© - o x

S Settings * o : |

rm 38 Mdi

Cia 58 &n danh mai
Lich s ’
Tép 85 thi xudng

Déu trang 3

Thu phéng - 00% -

Truyén,
Tim.

Cai djt ChromeStats.

1. Download the Refined Microsoft Teams 0.3.7 ZIP file

Céng ey khic »
Chinh s cit hép [

Cai it

Trogidp »
Thait

2. Uncompress the ZIP file to a directory of your chaice.
3. In Chrome browser, go to chrome: //extensions
4. Enable Developer mode, then click on the Load Unpacked button

Other versions for download

H bipftdidhfhcegheg...zip  ~

5. Select the directory of with the unpacked ZIP files from step 2. The extension is now installed on your browser.

@ Deadpool Backgrounds HD
Custom Marvel New Tab

= View more
Recently updated »

Hiénthitited X

C @ Chrome | chrome://extensions

= Tiénich

Tii tin ich da gidi nén Déng géi tién ich

@ Chon thu muc tién ich.

« ~ 4 4 > ThisPC > Downloads > o earch Dy ads

Organize v New folder

# uickaceess | | g this month ¢

B Desitop  #

& Downloads "
”

& Pictures
bipffdidnfhcecjh

finh 8 Khoa cghdhesh pkocojl
k

BCCTHPKINH T
BCCTHP PCD DI
TEAMS

8 This PC ~
B 30 Objects - !E Fi

Folder: | bipffdidhfheecihcgkiheahplocojfic

< Earlier this year (2)

\ B2.3: O ctra sd “Cho
~ chon thw muc vira gidi nén & Bwéc 1

Select Felder Cancel

B bipfididhthcegheg...ip  ~

n thw muc tién ich”,

L ] Chi tiét Xéa . ]

1330 Goi bing Skype 0.0.0.26

B2.4: An “Select Folder” dé
" két thac cai dat tién ich

Chi tiét Xéa

Budc 3: Truy cap MS Teams trén trinh duyét Chrome (nhu muc 1.4), sau do thém

nhiéu thanh vién nhu sau:

M Refined Microsoft Teams | Dowr' X | 2 Tién ich X | @) Microsoft Office Home

€ c

@ teams.microsoft.com/_#/school/teams-grid/General?ctx=teamsGrid

X @ Microsoft Teams

Microsoft Teams Q, Tim kiém

B3.2: Chon “...” & nhém
can thém thanh vién

B3.1: Chon “Nhém”

o)

Lich Tép huan sir dung MS Team
cho GV, CVHT

&o Thém thanh vién

' Rai khdi nhom

/' Chinh sita nhém

B3.3: Chon “Thém thanh vién”

G2 Nhén lién két aén nhém
<7 Qudnlythe
T Xéanhém

DDTCLTCDK4E DDTCLTCDK4D

v} 82 Tham nia haic tan ol

Thém thanh vién vao Tép hudn sir dung MS Teams cho GV, CVHT

Hocvién  Gido vién

B3.4: Dan danh sach

bang dau “;” dwgc chuan bj trwdrc tir file excel

ngan cach

alice@acme.com ; bob@acme.com ;

B3.5: Chon “Bulk import”

Bulk import provided by browser extension: "Refined Microsoft Teams

Déng

DDTCLTCDK4G

CNDD18A
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3.2.3. Nhan link hodc tao ma truy cap vao nhom

- Nhan link truy cap

Q, Tim kiém

 B1: Chon “Nhém”

Nhém ca ban

Tép huan sir dyng MS Team (o Thém kénh

cho GV, CVHT & Thém thanh vién
C.E’ga‘ E@ R&i khdi nhém
£ Chinh sifa nhém
Tip I G2 Nhién lién két 3€n nhém I

D Quin Iy the I

B3: Chon “Nhan lién két dén nhém”

ng dung

2 L]
Trg gip r

B2: Chon “..."

&3 Xem nhom I

JK4AA

] &8 Tham gia hojic tao nhém

Nhan lién két véi nhém

272-4131-9f15-8alfc2fedd498itenantld=2eb49237-c8c6-4cB3-afl0c-40b529888575

B4: An “Sao chép” rdi
glri cho thanh vién

- Tao ma truy cap

Q. Tim kiém
| B1: Chon “Nhém”

Nhom clia ban

B2: Chon “...”

@ - o

3 8§ Tham gia hodc tao nhém

R An
8 ™
53 Xem nhom I

Thém kénh

Thém thanh vién
Ji khdi nhém
D ¢/ Chinh sita nhém

Tép ¢G> Nhan lién két dén nhém

Quan ly thé

Xé6a nhém

DDTCLTCDK4E DDTCLTCH

Tap huan st dung MS Teams cho GV, CVHT -

Thanhvién Yéu ciudang chdxirly  Kénk
* Cha dé cia nhom Chon chi @&
+ Quyén cia thanh vién 83t tinh ndng tao kénh. thém dng dung. v.v
+ Quyén cia khich 84t tinh nang tao kénh
» @lugtdé cip hon ngudi c6 thé sif dung 88 c3p dén @nhom va Bkénh

B5: Chon
“M3a nhom”

» N&i dung thi vi Cho phép cic emoji, dnh meme. dnh GIF hodc hinh dan

+ OneNote Class Notebook Quin Iy tidy chon va phin 56 tay

© Phong Céng nghé thong tin — Thu vién, Truong Pai hoc Y — Dugc
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3.3. Thém kénh

Q, Tim kiém

B1: Tham gia vao nhém rbi chon “...”

ng T

Tao kénh cho nhém “Tap huan sir dung MS Teams cho GV, CVHT"

Tén kénh

X63 nhém

@

Cho phép chif cai, s va ddu cach 3 . 1 |
| W —
Nhém .
Téap huan sir dung MS Team... - M0 t3 (tiry chon)
N Ung Gitip nhitng ngudi khac fim thiy diing kénh bing cach cung cip mé ta
5 3 Xem nhy
B% Clags Notebook o Jemohem .
Bai tap 3 Thém kénh
k=) & S Thém thanh vién —
Quyén riéng tu
&i khdi nhom B . L .
Tiéu chudn - Hién thi vdi tit cd moi ngudi trong nhém v @®
hinh sifa nhém,
Kénh
T Chung Tiéu chudn - Hién thi vdi tit cd moi “9‘3“3 nhém v

Riéng tu - Chi hién thi v&i mét nhém cu thé gdm nhiing ngudi trong nhém

déng hién thi kénh ndy trong danh sich kénh cia moi ngudi

Huy

3.5

3.4. R&si khoi I6p

_ —

B1: Chon “Nhém”

B2: Chon “...”

% An
3 Xem nhém

. Tép huan stir dung MS Team (@ Thém kénh
cho GV, CVHT

Ihém cla ban

JK4A

Thém thanh vién

R&i khéi nhém

Chinh sifa nhém

han lién k&t dén nhém

udn Iy the
W Xéanhém

DDTCLTCDK4E DDTCLTCDK4D

Y

@ &8 Tham gia hodc tao nhom

DDTCLTCDKAC

DDTCLTCDK4B

DDTCLTCDK4G

CNDD18A
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3.5. Quan ly Teams

Move around Teams

St dung nut nay dé di chuyén
gilra Activity Feed, Chat,

cac Teams, Calendar va Files.

Xem va quan ly team

Click dé xem team ctia ban.
Trong danh sach team, kéo tha
dé sap x&p lai thir tu team

Tim app ca nhén
Click dé tim va quan Iy cac
(rng dung cé nhén cta ban

Thém Apps

Chay cac Apps trén trinh duyét
& Tim cac apps ban can trén
Teams.

—e

TRUONG DAI HOC Y - DUQC, PAI HOC THAI NGUYEN

CAc team deéu c6 cic channel Quan Iy team cia ban
Click dé xem files, trao d6 vé
cac chu dg, theo phang ban,
hodc theo dy an.

Q Nhém

Hogt 3éng

. Nhém cla ban
Trd chuyén

n Tap huan sif dung MS Teams c...

W
Nhém Chung
& . DDTCLTCDK4A
Baitap
. DDTCLTCDKAC
Lich
% n DDTCLTCDKA4B
Cubc goi
- DDTCLTCDKAE
e DDTCLTCDKAD
. DDTCLTCDKAG
l Tham gia hodc tao team
l Tim team ban mudn, tham gia
vdi mot mé code, hodc tu tao
Cho minh mot team.
R
@ &8 Tha™ gia hoic tao nhém ]

Trg gilp

Thém hay x6a thanh vién,
Tao channel mdi, hodc &y link
lien két tdi team

Thém tab
Tap trung Uing dung, dich vu,
va cac files @ dau channel

Sir dung command box

Tim kiém ndi dung cu thé

lién hé ai, thuc hién hanh dong
nhanh hoac chay app

Q, Tim kiém

Chung Baiding Tép Class Notebook Béilé_p 2tab khac + +

—

Quan ly cai dat profile
Thay déi cai dat app

thay déi hinh anh profile
Tai ing dung trén mobile

Chao miring ban dén véi Tap huan st dung MS Teams cho GV, CVHT

Chon nai ban muén bat dau

oy

Tai 1én tai liéu 16p hoc
Soan tin nhan
G6 va dinh dang tin nhén & day. Thém
file, emaji, GIF, hoac sticker dé
lam r6 diéu ban cén chia sé

[@ Cudc héi thoai méi

Thiét Iap Class Notebook
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4. Giang day truc tuyén

4.1. Lén lich gidng day truc tuyén

Lich trong Teams dugc két néi véi lich chung, khi 1én lich day trong Teams sé hién thi
tai Outlook va ngugc lai. Mai lich day da dugc tao trong Teams sé dugc ty déng chuyén
thanh mét budi giang day truc tuyén

PéE 1én lich cho buéi giang day truc tuyén:
Budc 1: Chon Lich
Budc 2: Chon tinh nang: Lén lich cudc hop

(néu chon Cudc hop mdéi sé tao ngay mét budi hop/giang truc tuyén)

Budc 3: Hiéu chinh cudc hop

X
L‘ Lich (WL LLEVE -+ Cudc hop méi
( & lich cudc hog
=) T Hom nay thing 9 ndm 2021 - thing 10 nim 2021 = Sl
204 27 20 20 20 I
[iu)
b n Cudc hop méi chitiét Troly Lip lich bid m Béng

D 8CH 2 Knong l3p la B3: Hiéu Chinh

cudc hop

Mdi ngudi tham du cudc hop co thé thuc hién theo mét sé cach sau:
= MGi truc ti€p bang email cung té chlc (cung tén mién @tump.edu.vn)
= MG truc ti€p bang email khéng clng té chiic (nhitng ngudi nay la
khach guest trong cudc hop).
= MGgi tham gia bang link: vao chi tiét cuéc hop, phia dudi phan mé ta cé
dong Tay chon cuéc hop, nhay phai chudt chon copy link, 1ay link nay
gui dén nhém zalo/messenger/ngudi mudn nhan.

4.2. Tham gia budi giang

Nhan vao dudng link budi giang ma Thay, c6 nhan dugc

= Phong Cong nghé thong tin — Thu vién, Trudng Pai hoc Y — Dugc
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@ Tham gia cudc héi thos x4 e - o©o X

&« C @ teams.microsoft.com/dl/launcher/launcher.htmi?url=3%2F_%23%2FI%2Fmeetup-join%2F19%3Ameeting_NWE3MmIxYJELZTBKNSOONWFhLTgIZWMINM.. & ™M Bk ® v W 0 :

T

Tai xuéng (ng dung danh cho

Nhan chon néu ban tham gia trén trinh duyét 3 W'"dm e a6
nghiém tét nhit
Ban muén tham gia cuoc —
C . . c. Ti€p tuc trén trinh duyét nay
hop Teams bang cach nao? Khéng can ti xuéing hay cai da

Nhén chon néu ban da cai dat Teams

Mé iing dung Teams ctia ban

-
Ban d3 cai d3t (ng dung? Dén ngay cude hop

cla ban.

Trén trinh duyét: ch(_)n "ChO phépn Chon cai dat a\j thanh va video cho
Cudc hop
@i Microsoft Teams
Microsoft Teams

teams.microsoft.co

& Sirdung micrs cifl®

Chan

Sau dé tuy chinh mic va camera.
R6i chon “Tham gia ngay”

Cac tity chon tham gia khac

[« T4t 4m thanh E) Thém phéng
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@@ Tham gia cudc hdi thoa X +

(&) @ teams.microsoft.com/dl/launcher/launcher.html?url= %23%2FI%2Fmeetup-join%2F19%3Ameeting NWE3MmIxYjEtZTBKNSOONWFhLT}

May tinh da cai Teams th| chon "Mo'
Microsoft Teams”

du
Ma Microsoft Teams
X

New meeting

Tuy chinh camera Tuy chinh mic

Chon tuy chon video va 4m thanh cua ban

Am thanh may tinh

A Am thanh phong
Khéng c6 camera nao dudc két néi

EL\'J, Khéng sif dung am thanh

Tham gia tit ti€éng dé€ tranh gdy ra gian doan 4m thanh.

)

R6i chon “Tham gia ngay”

4.3. Cac thao tac co ban khi gidng day truc tuyén
4.3.1. Ngudi tao cudc hop yéu cau thanh vién tham gia

Ngudi tao cudc hop cé thé yéu cau ngudi tham gia cudc hop bang cach sau:

= Phong Cong nghé thong tin — Thu vién, Trudng Pai hoc Y — Dugc
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Cubc hop vdi Test 1

o B1: Chon “Ngwoi tham gia” SO ® &

Ngusi du

B2: Nhip email 0365 nguwéi yéu ciu tham gia
nguyenvanlam@tump.edu.vn
B3: Tim dung thanh vién va chon “Yéu cau tham gia"” g vongaschop iy

& Nguyén Vin LAT Yéu ciu tham gia

Mgi moi ngudi tham gia cung ban

4.3.2. Chia sé man hinh trong cuéc hop

Chia sé man hinh

P %

C6 4 chirc nang chia sé man
hinh nhuw sau:

1. Chia sé man hinh

2. Chia sé clra sd

3. Bang trang

4. Powerpoint tryec tiép

= Phong Cong nghé thong tin — Thu vién, Trudng Pai hoc Y — Dugc
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DIGITAL o 3 RREERTING

MARKETING s s f bA 6t
e
]

4.3.3. Ghi lai cudc hop

Ghi lai cac cudéc hop cua ban trong Teams dé ghi lai hoat dong chia sé dm thanh,
video va man hinh. Viéc ghi cudc hop xay ra trong dam may va dugc luu vao Microsoft Stream,
do dé Thay, cb cd thé chia sé nd mét cach an toan trén toan té chlc cia minh.

Luu y: Whiteboard va nhitng ghi chd dugc chia sé hién khong dudc ghi lai trong ban ghi
cudc hop.

B1: Chon “...”

Pang chd nguai khac tham gia...
B2: Chon “Bat dau ghi”

4.3.4. Chat v&i cac thanh vién trong budi giang

= Phong Cong nghé thong tin — Thu vién, Trudng Pai hoc Y — Dugc
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Trong céc diéu khién cudc hop cua
ban, mét dau hién thi mau dd trén biéu
tugng Hién thi cuéc héi thoai cho biét ai d6
da dang thong diép.

- D€ xem tin nhan, chon Hién thi

cudc hoi thoai m Clra sé tro chuyén cudc
hop ma & bén phai man hinh chinh.
- D& gui tin nhan, hay soan tin nhan

Ban nghi vay khing?

vao hop van ban réi chon Gui = S —

@ D3 tudi 12 900d. Cam dev

B gid coo sy o linh ding

Mo problem

=

4.3.5. Biém danh
Luu y: Chi ngudi té chiic cudc hop méi cé thé xem va tai xuéng bao céo tham du.
Trong “Tro chuyén”: Mot 6 c6 nhan Bao cao tham dy sé xuat hién trong cudc tro chuyén
khoang nam phut sau khi cuéc hop ctia ban két thic. Chon nd dé tai xuéng tép .CSV vao thiét
bi cGia ban.

£ > Q, Tim kiém

Trd chuyén ~ = O Hdi nghi hoc tap, trién khai thuc hién Két lu... Trochuyén Tép 3 tabkhac + m 3 =

LA Hém qua 2:48 PM I(m'-.; hop d3 két thiic: 17 gi& 35 phit 7 gidy

. =z =
: ) Chon file “Bao cao
s 2 Bdo cao tham du
Héi nghi hoc tap, trién kh... 3/14 - e - . t1] 4 -~
- NS J, N veo iy 01 xudng bao o tham cu ) tham dl:l’ co khoang
CHUONG TRINH LAM VIE... 2725 th&i gian phu hop v&i
Dd sdn sang ghi ém o - L= = =
@ et T e T . () Hém qua 248 PM D3 dimg ghi. Pang luu ban ghi... thal glan dlen ra CUQC
e g o
- Dé san sang ghi ém B¢ Hém qua 248 PM  Cudc hop 3 bit dau hO .
- @) TUAN SINH HOAT CONG ... 1/16
& d3ng a3 (Khach): C6 ai thiy e khd Cuéc hop
Qw @ HO| NGHI KHOA HOC T. Bugc ghi m bai: TUMP
Cuec £ san sang ghi 6m
KHAI GIANG NAM HOC ...  11/20
T4 oL [ Hém qua 6:19 PM  Cudc hop di két thuc: 3 gi& 30 phit 24 gidy
s ® TAP HUAN VE HO TROGL.. 1177
__:[é_{_ D4 sdn sang ghi 6 Béo cdo tham dy
H6i nghi tryt tuyén quén . \L Nhap vao déy dé téi xusng béo cdo tham du
& 9 sin sang ghi 6m -
Nguyén Thi Tan Tién 10/4
D4 gl hinh dnh Hém na;

SlNH HOAT CONG DAN -... 1073

Thi Van: €6 cho em link diém d

Nh3p tin nhin méi

Y1 OB E > 58 & - =
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4.3.6. Tai tai liéu cho 1&p truc tuyén

Q_ < T4t ca cdc nhém
Hozt déng
S chuyén
sss
w
Nhém 1

Q, Tim kiém

Chung Eéidang

+ i G pang b

Tai liégu > General

Tap hudn st dung MS T... -

O Tenw
T
E Class Notebook Tai liéu I6p hoc
Bai tap
Lich Biém Recordings
g s E- 1252_Ke_hoach_to_chuc_tuan_sinh_hoat_co...
Cubc goi
B Kénh @ So tay SV 19_20 (CTHSSV).doc
Tép
Chi y - = - -
fLcruns 2] S TEAMS_HUGNG DAN THAM GIA MOT CUO...

% Sao chép lién két

4 Tai xuéng

D3 sira G6i - Ngui Sia a8i
Nguy2n Thi Tan Tién

30 Thang Chin 2021 Lé Thj Luu

04 Thang Mudi 2021 Nguyén Thi Tan Tién

04 Thang Mu@i 2021 My Binh

30 Thang Chin 2021 Nguyén Van Lam

Thai N Uni... 7
Nt ()

= T4t caTailieu ~

Hinh &nh trén huéng dan tai tai liéu cho 18p truc tuyén trén kénh “Chung”, cac kénh
khac cling c6 thé lam tuong tuy!

4.3.7. Giao bai tap

Tao bai tap méi

Q

Hoat déng

S

Tré chuyén

S

Bii tap

< Té&t ca cic nhém

™

Tap huan st dung MS T... -

Class Notebook

Baitsp 2

Lich

&

Cube goi

O

Tép

&

Chép thudn

oo
oo

Ung dung

Trg gilp

Diém

Insights

Kénh

Chung
Ban cansuldp ©

C& van hoc tap nam 1

B Baitap

Piagiao Ditrdbdi  Bannhip

Tai trudgc do

Baitap 2
Pén han 2 thang 10 ndm 2021 23

Bai tap 1

Pén han 6 thang 10 ndm 2021 23

baitap 2
Dén han 6 thang 10 nam 2021 23

Bai tap dugc giao 4

Céu dé

TU bai tap hién cé

=
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Cac budc sau day la tuy chon:

Phén cng Mai

Tiéu d& {bat budd
Mhap tiéu dé
¢! Thé&m The loai
Hudng d&n
MNh&p hudng dan
# Th&mtai nguyén-+ M3
Digm
Khdng ca digm
E Them ubric
Gan Che

MNéng caotiéng Anh 114

T&t ca hoc vién

Hiy ba Luiu Gan

bf’)

Khong phan cong cho cachoc sinh da dudcthémvao 1dp hoo nay trong tudng lai. Chinh sia

Mgy d&n han

thid Bay, 8/5/2021

11:59 PM

Thdi gian d&n han

Baitap s& dang ngay lap tic vdi nhiing bai nhan mudn dude cho phép. Chinh siia

Thigt dz

Chon nguai nhan bai tap

- Chon nhiéu I6p hoc, tung hoc sinh hodc nhém hoc sinh trong mét 16p hoc dé phan

cong.

- Luu y: Néu chon ngay dong, bat ky hoc sinh nao tham gia sé nhan dugc bai tap nay

cho dén ngay doéng.

Thém tai nguyén hoac tép méi

Dinh kém cac tai nguyén vao bai tap
bang cach chon Thém tai nguyén.
Chon +M&i dé tao tai liéu Word
(.docx), Excel (.xIsx) hoac
PowerPoint (.pptx) trbng dé phan
phat cho hoc vién.

Mac dinh cho tai nguyén hoac tép
mai ban thém sé la Hoc vién khéng
thé chinh stra , co nghia la tai liéu &
dang chi doc. Day la tuy chon tuyét
v&i cho tai liéu tham khao.

Chon Xem thém tuy chon Nut Xem
thém tay chon > Hoc sinh chinh stra
ban cta minh néu ban muén tirng
hoc vién tw chinh sra tai liéu cta
riéng minh, sau d6 ndp bai d& chdm
diém.

Hudng dan

Nhap huéng dén

) Add category

Instructions

Enter instructions

. Reading Journal.docx
Students can't edit

@ Add resources
Points.
No points

€8 Add rubric

Students edit their own copy

Students can't edit v

& Open in Teams
@ Open in Word
@l Open in Word Online

4 Download

@ Remove

= Phong Cong nghé thong tin — Thu vién, Trudng Pai hoc Y — Dugc
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Chon ngay dén han va thgi gian

Pé tim hiéu thém céc tuy
chon dwong thdi gian cua
bai tap, chon Chinh stra.
Tai day, ban c6 thé tuy
chinh thoi diém bai tap sé
dwoc dang lén cho hoc
sinh va khi nao bai sé dong
dé nhan bai. Theo méc
dinh, hé théng sé& khong
chon ngay dong nhéan nép
bai nao va diéu nay sé cho
phép hoc vién ndp bai tap
mudn.

Date due Time due

Mon, Aug 17, 2020 11:59 PM

Assignment will post immediately with late turn-ins allowed. Edit

Edit assignment timeline

Schedule to assign in the future

Past date Post time
Fri, Sep 6, 2019 & 9:00 AM

Due date

Due date Due time
Tue, Sep 10. 2019 E 11:59 PM

Close date

Close date Close time

Tue, Sep 10, 2019 & 11:59 PM

Assignment will post on Friday, September & at %:00 AM and is due on Tuesday, September 10
at 11:59 PM. Late turn-ins not allowed.

Cancel

®

Piém, rubric va chaim diém

Chon murc diém cla bai tap nay, néu
c6. Ban c6 thé str dung diém trén bat
ky thang s nao, bao gébm ca sé6 100
va dit mau sé theo y ban. Vi du:
88/100 hoac sb thap phan 3,7/4,0.
Chon Thém bang thang diém dé
thém bang thang diém cham bai.

Thém bai tap vao lich

Ban c6 thé chon thém bai tap nay vao
lich, lich ctia hoc sinh va cac giang
vién hoac nhan vién khac trong nhém
|&p clGia ban. D&t ty chon nay cho tat
ca cac bai tap trong muc Bai tap Cai
dat.

Chon danh sach tha xuéng canh
Thém bai tap vao lich.

Chon Hoc sinh va t6i dé thém bai
tap cho céac hoc sinh nhan bai tap va
ban.

Chon Hoc sinh va chu sé& hiru
nhom dé thém hoc sinh va céc giang
vién hoac nhan vién khac trong nhém
I&p hoc.

Khi ban chon Phan cong,bai tap méi
s& xuat hién trén lich & Teams va
Outlook.

= Phong Cong nghé théng tin — Thu vién, Trudng Pai hoc Y — Dudc
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ﬁ Add rubric

Thigt dat

Tham bai tap vao lich Hoc vién va toi

|
J
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) Homnay < > Thang Tu2021
26 27 28
Thi hai Thiba Thitu

G Gépngay.. d

Ban d4 dude cap nhatl (=)

29

Thi ném

Dan nhén &
Kining thE tin dugc 3 trong 5C

[ s L




TRUONG PAI HOC Y - DUGQC, DAl HOC THAI NGUYEN

Chon nai cac thong bao bai tap can dang

DPé chon kénh dé dang
nhap, chon Chinh stra
bén canh Dbang thdéng
béo bai tap 1én kénh nay.
Bai tap sé dwoc dat mac
dinh dé dang bai trong
kénh Chung hoac Iya
chon cua ban trong bai
tap Cai dat.

Chon kénh ban muén
thébng bao bai tap nay
dang nhap, sau dé chon
Xong.

Guri bai tap cho hoc sinh

Settings

B post assignment notifications to this channel: General Edit

Choose channel

Pick the channel where you want this assignment notification posted to.
General
Biomes Unit
Policy Unit
Labs

Quizzes

Cancel “

B Baitap

Bai tap mdi
Tiéu &% (bat budc)
Nhap tiéu d&

) Thém danh muc

Hudng dan

B3 luw: 15 thg 3, 17:34 Bo Luu

Khi ban d& sin sang, hay hoan tat quy trinh tao bai tap méi.
Chon Giao. Hoc sjnh clia ban sé dwoc thong bao vé bai tap méi vao ngay ban da chi
dinh va lién két dén bai tap nay sé dang trong kénh ban da chon. Ho cling sé c6 mot
muc nhap trén Teams lich Outlook ctia minh néu ban da chon tly chon dé.
Chon B6 ngirng lam viéc trén bai tap nay hodc Lwu dé tré lai bai tap va chinh stra sau.

cau hoi theo dia chi sau: https://bit.ly/hoidapTeams

cac Thay, c6 trong qua trinh sir dung MS Teams.

= Phong Cong nghé théng tin — Thu vién, Trudng Pai hoc Y — Dudc

Trong qua trinh s dung, quy thay cé cé nhitng khé khan thi cé thé dat

Phong Cong nghé théng tin — Thu vién luén san sang déng hanh, ho trg
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