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HUONG DAN SU DUNG MICROSOFT TEAMS

(Danh cho sinh vién)

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

Buéc 1. M& trinh duyét, vao trang https://www.microsoft.com/vi-vn/microsoft-

teams/download-app, nhan nit GREIRCEHT K ERNEVATL]

Tai xuéng Microsoft
Teams

K&t nGi va cong tac véi mi ngudi tif moi nai trén Teams.

Tél xudng cho may tinh
Té e

secac@ie O]

Budc 2: Tai file Teams_windows.exe xudng may tinh, ma file vira tai xuong va chg dén khi cai
dat xong.

Tai Teams danh cho c6ng viéc xuéng may tinh cta ban
[ | ®
.
Téi xudng Teams

Ch¢ cai dat xong

Tim hiéu céach stir dung Microsoft Teams
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1.2. Cai dat MS Teams trén dién thoai

Budc 1: Vao cura hang Uing dung trén dién thoai (App Store trén
dién thoai iOS hoac Google Play trén Android)

[
Google Play App Store

WER 11% 421 07:29

& 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 cula ban trong Office 365.

Co thé ban ciing thich >

G M& v(-0

»rQ0 @e s
= ] ; !

Google Message Youfube Caidat Bosuutal

Microsoft Microsoft Microsoft D

Edge Office: Word... Math Solver  di ;
82 M8 96 M8 23 M8 2 \. =)

1.3. Bang nhap vao MS Teams

Budc 1: M& Uing dung Microsoft Teams, nhap tai khoan Microsoft Office 365 va nhap mat
khau.

Véi sinh vién: tai khoan Office 365 chinh la dia chi email sinh vién do nha trudng cdp dang
<MdSéSinhVién> @tump.edu.vn

Trén may tinh:
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B9 Microsoft

' u‘

y>

Nhap tai khoan cd quan, trudng hoc hoac tai khoan

Microsoft ctia ban

<M3S6SinhVién>@tump.edu.vn

Tim hiéu thém

Nhap tai khoan Office 365

Trén dién thoai

[ ] Déang nhap vao Microsoft Teams

<MESaSinhVién>@tump.edu.vn

Enter password

Forgot my password

Sign in with another account

284 Luong Ngoc Quyén

1751 @ L

Microsoft Teams

o

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

<M3S6SinhVién>@tump.edu.vn

Get help with signing in

=. Sign up for free

I @] <

Nhap tai khoan Office 365

bién méat khau

< <MasaSinhVién>@tump.edu.vn

Enter password

Forgot my password
Signin

284 Luong Ngoc Quyén

Termsofuse  Privacy & cookies -+

i} @] <

Pién mat khau

Budc 2: Xac thuc tai khoan: D€ bao mat théng tin, déi vdi tai khoan lan dau tién dang nhap,

ban sé dugc yéu cau xac thuc tai khoan.
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<M356SinhVién>@tump.edu.vn
Can thém thong tin

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

SU dung mot tai khoan khac

Tim hiéu thém

Tiép theo

284 Lrong Ngoc Quyén

Néu khéng muén xac thuc tai khoan, ban chon Huay bé. DEé xac thuc tai khoan, hay chon
Thiét Iap ngay béy gi&. Ban c6 thé chon xac thuc qua Dién thoai hoac Email:

<M3S8SinhVién>@tump.eduvn | ?

Chon 1 trong 2 cach:

1. Xac thuc qua sé dién thoai: Chon ma Quéc gia la Viét Nam (+84), nhap sé dién thoai
cla ban. Chon Nhan tin cho téi hoic Goi toi.

2. Xac thuc qua Email: Nhap Email cd nhan cua ban (chu y khong st dung email trudng
hoc hodc cong viéc chinh cta ban). Chon Email t6i.

Ch& ma kiém chiing gui vé qua tin nhan, cudc goi, hoac email. Nhdp ma kiém ching va nhan
nat Kiém chirng
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N\

(>
<M356SinhVién>@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 thong bao nay

Welcome to MIE Experts Viét Nam.

Xin chic mung! Ban da cai dat va dang nhap thanh cong Teams!

Trén may tinh

a < Back
) Join or create a team Search teams Q
i®
Toams . w PT
8
Create a team Join a team with a code PTNUMP
a Te® Enter code
¢
&
(]
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Trén dién thoai

1754 Mo LRt TR ) 1755Ma N =Sl e 1757 Ma N =l
9
' See all teams
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
ASSIgnmentS, 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
L
Il | @
Activity Chat Teams JAssignm.. Calendar  More
1 @] <

1.4. Dang nhap MS Teams trén Website

Luu y: Cach nay khong c6 day da tinh nang cia MS Teams, nén dung trén may la va trinh
duyét an danh)

Budc 1: M4 trinh duyét, vao trang http://office.com, nhan nut "Dang nhap”.

& office.com

B% Microsoft | Office sinphim . Tainguén~ WMiu HEtro Taikhodnclatel Titca Microsoft ()

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

Chao murng ban dén véi
Office

Noi dé ban tao, giao ti€p, hop tac va hoan thanh c6ng viéc
tuyét vai.

Dang nhap

Tai Office

Ding ky phién ban mién phi ctia Office >

Budc 2: Bang nhap vao MS Teams: Gidng nhu dang nhap Teams trén may tinh
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BS Microsoft

-

Slgl’l n « <M3S6SinhVién>@tump.edu.vn
<M&séSinhVién>@tump.edu.vn Enter password
No account? Create one password
' € rac org
pack Nex

284 Lugng Ngec Quyén
Q} Sign-in options

Budc 3: Click vao biéu tugng Uing dung Teams

Microsoft Office Home

<« C & officecom

Office 365

-

Install Office

Good evening

All My recent Shared Favorite Type to filter list T4 T Upload

D Name Modified Activity

T Upload and open.

aiﬂoaoﬂeﬁﬁ@

Xin chic mung! Ban da dang nhap thanh cong Teams trén trinh duyét

Microsoft Teams

C @ teamsmicrosoft.com

Microsoft Teams

gt Nhém €3 & Tham gia hodc tao nhém
Nhém
i
a
e
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1.5. Thay doi 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:

B1.1: Xem dung tai khoan can

déi mat khau

I <MasinhVién>@tump.edu.vn I

. g Can thém thong tin
@ Microsoft
TG chic clia ban can thém théng tin dé bao mat tai
‘Déng nhép khoan cliia ban

[t dung mot tai knoan khac |

<MaSinhVién>@tump.edu.vn
Tim hiéu thém

Ban khéng truy cap duoc vao tai khoan?
~ ~ s Tiép theo
B1.2: Néu khéng ding tai |

khoan thi chon & day

Tiép theo
284 Luang Ngoc Quyén

Trwong hop dang nhap lan dau tién | Trwdng hop da dang nhap to trudc

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

Thay d6i mat khau

Théng tin bao mat Mat khau Cai dat & quyén
Test 1 riéng tu - . 2 A R . .
Cén c6 mét khau manh. Nhap 8-256 ky tu. Khéng bao gdm
Viéen @rump.edusn ECCSB cac tir hoac tén thudng gap. Két hap chir hoa, chir thudng

s6 va ky hiéu.

ID nqudi M
<M3SinhVién>@tump.edu.vn

Thiét bi Céc 16 chic Hoat déng dang . L
jm} E nhap cia téi Mat khau ci
T | R 5

Tao mét khau méi

D6 manh mét khau

Xac nhan mat khiu méi

“ “Cl)’ b
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2. Hudng dan co ban st dung MS Teams

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

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

Teams

Settings

B3: Click chon
“Tiéng Viét”

ST ' B4: Click chon “Save
EXa and restart”

2.2. Mot s6 chic nang hién thi trén MS Teams

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

Hoat ddng (Activity): Hién thi cho ban cac hoat déng mdi nhat cia Nhém ma
ban tham gia. Gidp ban luén cap nhat thong tin.

Tro chuyén (Chat): Nai luu gilr cac cudc héi thoai ctua ban. Cung cap lich st tro
chuyén day du. Tuy nhién, dé trd chuyén trong mot team, ban nén s dung
Teams menu va t6 chic trd chuyén nhém trong “Conversation”.

Teams: Tong quan veé tat ca cac Team clia ban ma ban la thanh vién va cho phép
ban di sdu vao ting Channel trong cac Team nay. Day ciing la noi ban c6 thé
tao mot Team mdi.

Cudc hop (Meeting): Tab Meeting dong b6 cac cudc hop cua ban tir Outlook
va cling cho phép ban lén lich cac cudc hop trong tab Meeting dugc gui dén
Team. Néu ban muon Ién lich cac cudéchop khac véi ngudi dung hodc ca nhan
bén ngoai, ban van sé can sir dung Outlook, vi tab Teams meeting chi dé€ Ién
lich cu6c hop trong Team. (Hay nh& muc dich |a hgp tac nhdm, khong phai quan
ly lich lam viéc).

© Phong Co6ng nghé thdng tin — Thu vién, Trudng Pai hoc Y — Dugc
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Tép (File): Trong Tép, ban c6 thé nhanh chdng tim va xem tép trén OneNote,
OneDrive va trong Teams (dugc luu tr{r trong cac trang SharePoint riéng).
Ngoai ra con c6 moét tab rat hitu ichTab Recent dé ban c6 thé nhanh chéng
truy cap cac tai liéu mdi nhat ma ban dang lam viéc cling nhu mét 16i tat dén
khu vuc Tai xuéng (Download) cua ban.

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

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

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

Chtic nang “TEP": ban c6 thé
nhanh chong tim va xem tép
trén OneNote, OneDrive
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2.3. Quan ly Teams

Cac team déu c6 cac channel
Click dé xem files, trao d6 vé
cac chu dg, theo phang ban,
hoéc theo du an.

Quan ly team cua ban

Thém hay x6a thanh vién,

Tao channel mdi, hodc Iy link
lién két tGi team

Thém tab
Tap trung (ing dung, dich wu,
va céc files & dau channel

Move around Teams

Str dung nat nay dé di chuyén
gilfa Activity Feed, Chat,

cac Teams, Calendar va Files.

L—e

Q

Hogt 3éng

o)
Xem va quan ly team [
Click d& xem team ctia ban. i
Trong danh sach team, kéo tha Nhém
dé sap xép lai thit tu team &

Baitap

Lich
Tim app ca nhéan -9
Click dé tim va quan Iy cac cL%)go.
(tng dung c& nhan ctia ban '

D
Tip
Thém Apps
Chay cac Apps trén trinh duyét
& Tim cac apps ban can trén
Teams. ) 075 2075

©

Trg gilp

Nhém

Nhém cla ban
n Tap hudn sif dung MS Teams c...

Chung

DDTCLTCDK4A

DDTCLTCDKAC

DDTCLTCDK4B

DDTCLTCDK4D

- DDTCLTCDKAE

. DDTCLTCDKAG

l Tham gia hodc tao team

l Tim team ban muén, tham gia

vdi mot mé code, hodc tu tao
Cho minh mot team.

&8 ThaM gia hoic tao nhém i3

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 Béilép 2 tab khac ~ +

—

Quan ly cai dat profile
Thay déi cai dat app

thay déi hinh anh profile
Tai ing dung trén mobile

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

Chon nai ban muén bat dau

sty

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

[@ Cuébc héi thoai méi

Thiét Iap Class Notebook
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3. Hoc tap truc tuyén bang Teams

3.1. Tham gia cudc hop trén may tinh

Nhan vao dudng link mai tham du cudc hop ma ban nhan dugc

@ Tham gia cuse i thosi x o+ ©

< C @ teamsmicrosoft.com/dl/launcher/la

@i
Tai xuéng ting dung danh cho
Windows

Nhan chon néu ban tham gia trén trinh duyét

Ban mudn tham gia cudc
hop Teams bang cach nao?

Nhén chon néu ban d3 cai d3t Teams g o

Tiép tuc trén trinh duyét nay

Trén trinh duyét: chon “Cho phép”
Cudc hop

Tham gia ngay

8 @D & USBAudio Device

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

Ciic tiry chon tham gia khic

6 Tham ga cusc hoi thw x o+

C @ teamsmicrosoft.com flauncher htn ; s T
Mady tinh d3 cai Teams thi chon “Mé&
Microsoft Teams” :

Tuy chinh camera Tay chinh mic

Chen tity chon video va &m thanh cua ban

Am thanh méy tinh

Am thanh phéng

4| Khing sif dyng sm thanh

R6i chon “Tham gia ngay”
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3.2. Tham gia cudc hop trén dién thoai

Budc 1: Nhan vao dudng
link moi tham du cudc
hop ma ban nhan dugc
(Qua Email, Zalo,
Messenger...), chon M@
bang Teams.

< B T =2

Cuoc hop TUMP =

Hop thu dén

01:40 €

§
L.

=22 161161 v

https://teams.microsoft.com
/I/meetup-join/19%
3a7609a07d24ce4534b52d0
e4d2c9c
4b00%40thread.tacv2/

Md bang
% | @ |
Teams Chrome

CHi MOT LAN LUON CHON

Buwdc 2: Nhan Tham gia

ngay dé tham gia cudc
hop.

Cuéc hop trong “Tap
huan Teams TUMP”

Video dang Micro dang

o
tat tat hiét bj

Tham gia ngay

Céc nut chre nang trong
mot cube hop

¢«  Cudc hip trong 'Ta... g &

00:06

1 6 7

. Thai lugng

. Bat/Tat camera

. Bat/Tatmic
o,

. Bat/iat lea

. Them i J

. Tro chuyén trong

cudc hop
. Nguwai tham gia
. Két thuc

Chia sé man hinh

C6 4 chirc nang chia sé man

hinh nhu sau:

1. Chia sé man hinh
2. Chia sé clra s6

3. Bang trang

4. Powerpoint tryec tiép

Pang chd nguai khac tham gia...

Chia sé ndi
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MARKETING
LA 5l

:IOITAI. A sir

Trong cac diéu khién cudc hop e PG e o O
cla ban, mét dau hién thi mau do -
trén biéu tugng Hién thi cudc hbi = M e

thoai cho biét ai d6 da dang thong
diép.

- P& xem tin nhan, chon Hién thi
cudc hodi thoai m Clra sO tro -
chuyén cudc hop md & bén phai Ganrarivay kg

MK nSu ban o5 B2 phn hi nds

man hinh chinh.

- D€ gui tin nhan, hay soan tin
nhan vao hop van ban réi chon
Gui & .
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3.5. Tai tai liéu xudng

- Thai Nguyen Uni...

Q < T4t ca cac nhém

Hoat déng

Chung Baldéng

@ Sao chép lién két

1 Hop  ~
¥ Tai xuéng

= Tatca Tailieu v

D3 stra d8 Ngusi Sira a6

S) + M6 v 7 Tiilen v (3 Dong b
Trd chuyén
i 1 Tai lieu General
Nhom " . .
Tap huan sir dung MS T... - N
& O Ten
it Class Notebook Tai liéu 16p hoc
Bai tap
Lich Diém Recordings
Insigh R
% fagis o} 1252 Ke_hoach_to_chuc_tuan_sinh_hoat_co...
Cube goi
Kénh @5  Sotay SV 19.20 (CTHSSV).doc
0 Y
Tép
) [ chung 2] {5 TEAMS_HUONG DAN THAM GIA MOT CUO..

Nguyén Thi Tan Tién
30 Thang Chin 2021 Lé Thi Luu
04 Thang Mu®i 2021 NguyenThiTanTién 4

04 Thang Muai 2021 My Binh

30 Thang Chin 2021  Nguyén Van Lam

Hinh anh trén hudng dan tai tai liéu cho I18p truc tuyén trén kénh “Chung”,

cac kénh khac ciling c6 thé lam tuong tu!

3.6. Lam bai tap dudc giao

e

vosazg  NRGM = g Chung Biidang Tép Class Notebook Baitdp ~ Diém Qi Hop
mag?uyén (M e e Da giao 3}? hoan thanh

o Y.K54L

i

Nhem 1 Chung

Bai tép v& nha: Mang may tinh va mang internet

Sinh hoat chinh tri dau khéa 2... Dén han vao ngay mai ltic 23:59

Bai t3p
TIN HOC_10 2_VKoAl
lich Chung 2
T
& NHOM 2
Cubc goi
NHOM 3
5 NHOM 4
€p
NHOM 5

Chon bai tap dugc giao va lam theo hudng dan cla giang vién.
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3.7. Nop bai tap

Nhém = Chung Baidang Tép Class Notebook Baitap ~ Diém 0 Hop v

Hoat dong
B Nhom cia ban
10 chuyén X
(i : 3
- n YK54L Quay lai o P
w
Nhém Chung &
Neoa ~ s, s N Didm
@ Sinh hoat chinh tri dau khéa 2... Bai tap ve nha' Mang may tlnh va Khong <o diém
St mang internet
g TIN HOC-102-YK54L Dén han vao ngay mai lic 23:59
Chung Hudng dan
b . Khong co
NHOM 1
A NHOM 2 Céc tai liéu tham khio
cuge goi
0 NHOM 3 @< BAI10 11 12.docx
o NHOM 4
NHOM 5 —
@&  OneDrive
Hudng dan ndp bai tap
> Lién ket
Chung
B Teams
T Tailén tir thist bj nay 2
ool

Tai tép Ién va an “Nop bai”.
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