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PHAN I
HUONG DAN SU DUNG GOOGLE MEET

1. PAC PIEM KHI SU DUNG GOOGLE MEET

1.1. Google meet la gi
Google meet 12 hé thong hoc/hop truc tuyén qua mang trén nén Web dugc
tich hop trong by G-suite cua Google (hién Truong Pai hoc Y Duoc dugc
Google hd tro sir dung mién phi), do d6 can bo va sinh vién Truong cé thé
str dung Google meet dé to chirc cac budi hoc/hop truc tuyén qua mang voéi
s6 luong ngudi tham gia dong thoi 1én dén 250 nguoi.

1.2. Mot s6 lwu y khi sir dung Google meet
- Tat ca ngudi dung thudc mién “tnme.edu.vn” déu co6 quyén khoi tao va
chu tri mot cudc hop hay mot budi hoc truc tuyén.
- S6 ngudi tham gia hoc/hop truc tuyén t6i da: 250 ngudi
- Thanh vién tham gia khong nhat thiét phai ¢ tai khoan tnmc.edu.vn
- Néu str dung may tinh thi Google Meet hoat dong t6t nhat trén trinh duyét
web Google Chrome
- HJ tro dién thoai thong minh trén nén I0S va Android (Thong qua tmg
dung trén mobile Hangouts Meet)
- Hd tro ghi hinh budi hoc/hop va luu trir trén Google Drive
- Rat dé sir dung va hoan toan mién phi
- Tich hop véi cac cong cu khéc trén bd G-suite nhu: Lich, Classroom.

1.3. Mot s6 luu y khi hop trwc tuyén
- Néu hai thanh vién trong ciing mot phong (phong 1am viéc) cung két ndi
vao mdt budi hoc/hop truc tuyén s& gay ra hién tuong vong am, do d6 néu
nhiéu hon 02 thanh vién tham hoc/hop trong cing médt phong thi st dung
chung mdt may tinh dé két nbi vao budi hoc/hop truc tuyén.
- Trong qua trinh hoc/hop truc tuyén néu mot thanh vién phat biéu thi cac

thanh vién khac nén tat micro cua minh dé tranh gay tiéng on.


https://helpdesk.ctu.edu.vn/day-hoc-truc-tuyen/28-huongdansudunggooglemeet

- Dbi v6i hoc/hop truc tuyén bang thong mang 13 yéu td quyét dinh, do d6

khi t6 chirc hop truc tuyén ching ta nén giam thiéu viéc str dung mang cho

cac hoat dong khéc.

2. HUONG DAN TAO MQT BUOI HQC/HQP TRUC TUYEN
Budc 1: Trén Google Chrome Ping nhap vao hé thong email caa Trudng

Google
Signin

to continue to Gmail

Enter your email
[ @ctu.edu.vn

Forgot email?

Not your computer? Use Guest mode to sign in privately.

Learn more

Budc 2: Click vao biéu tuong Google Apps chon Meet

Create account

Tai khodn Gmail Drive
B
Tai liéu Trang tinh Trang trin...

= Relce
Lich Meet Google+

T 0 =”

Sites Danh ba Nhom



Budc 3: Click vao Join or Start a meeting

4+  Joinor start a meeting

Nothing scheduled today

Buéc 4: it tén cho budi hoc/hop va chon Continue

r 3

Join or start a meeting X

Enter the meeting code or nickname. To start your own meeting,
enter a nickname or leave blank.

CT112-T

Budgc 5: Chon More Option va Setting dé cau hinh Camera va Micro néu
can thiét (thuong khong can diéu chinh vi hé théng tu nhan biét). Sau khi

thiét 1ap song (néu c6) chon Join Meeting

Turn on captions

@ Settings <:]
B Report a problem
Ctl2-t1 | & s
No one else is here
Are you in a conference room?

~&]
Present to meeting



Budc 5: Moi cac thanh vién tham gia hop bang cach chép va chuyén
(email) cho ho lién két (URL) cta cudc hop. Qui thay c6 giang day 16p hoc
phan c6 thé sir dung dia chi Email Group cta 16p hoc phan dé moi tat ca

sinh vién tham gia 1&p hoc.
2

Add others X

ct112-tT

Meeting nickname {Can only be used within Dai hoc C&n Tho)

Share this info with people you want in the meeting

https://meet.google.com/hwe-uozu-hw

Dial-in: (US) +1 254-881-9137 PIN: 692 945 45%#

|I;] Copy joining info

St Add people

HOAC chon Add people dé mai, véi cach moi nay chang ta co thé thém
ting ngudi hoic Copy va Paste danh sach email cta nhiéu nguoi (t6i da
mot 1an chép va dan 1a 30 email). Qui thay co giang day 16p hoc phan co
thé sir dung dia chi Email Group cta 16p hoc phan dé moi sinh vién tham

gia 16p hoc.



Add people X
&+ Invite %o Call

fr o~
\ 1‘ Le Thanh Sang 0022.. X .“* Tran Thi TieuLoc TT... X

Cao Thanh Tuan
cttuan@ctu.eduvn

“ Dang Quoc Trung (CTU)
datrunaf@ectu.eduvn
Sending email as Luu Trung Duong TTTT-QTM (via Hangouts Meet)

<meetings-noreply@google.com:>
Luu Trung Duong TTTT-QTM is inviting you to join a video meeting

happening now

b |

Luu ¥ dbi voi qui thay cb giang day cac 16p hoc phan: Néu moi sinh vién
theo cach thong thuong cia Google Meet nhu trén, thi khi sinh vién tham
gia vao budi phai dugc qui thay c6 xac nhan cho phép, viéc nay s& mat thoi
gian dbi v6i cac 16p dong va anh huong dé viéc day cua qui thiy co nén co
sinh vién vao hoc muédn, dé sinh khic phuc cac nhuoc diém trén qui thay
co 1&n lich cho budi hoc qua Google Calendar (Lich) xem chi tiét tai day

Budc 5: Ghi hinh cudc hop chon nut Tuy chon va chon Ghi lai cudc
hop dé ghi (file video s& duoc luu trén Google Drive va hé thong s& co
email thong bao tén file cho nguoi ghi hinh), Khi muén két thiic ghi hinh

chon Tuy chon va chon Dung ghi



@ Ghilai cudc hop @

(=] Thay ddi b cuc
r 3 Toan man hinh |
Bat phu dé
Cai dat

Str dung dién thoai cho am thanh

Bdo cdo su cd

Tro gidp

Py
8) (o) (o :
Trinh bay ngay §ax.g

Budce 6: Thuyét trinh trong cudc hop, chon Present now, chon Your entire

screen va ma tap tin dé trinh chiéu

Present

[J  Yourentire screen

E A window

T
2 (o @ ,
¥ D Turn off captions Present now *

3. THAM GIA BUOI HQOP/HQC TRUC TUYEN

Thanh vién dugc moi s& nhan duoc théng bao qua email va nhap chuot

vao Join meeting hoac URL nhan duoc



Q Meet

Luu Trung Duong TTTT-QTM is inviting you to join a video
meeting happening now

No one else is in this call

JOIN MEETING

meet.google.com/xbb-abkb-qkr
Dialin: (US) +1 970-526-0455 PIN: 852 835 949#

Download Google Meet for

android: https://play.google.com/store/apps/details?id=com.google.android.

apps.meetings&hl=en

Download Google Meet for 10S: https://apps.apple.com/us/app/hangouts-
meet-by-google/id1013231476

4. HUONG DAN CHI TIET VE SU DUNG GOOGLE MEET
https://gsuite.google.com/learning-center/products/meet/get-started/

Hangouts Gap g& dao tao va giap do
To6 chic cac cudc hop video voi
nhiing ngudi trong hodc ngoai to chirc

cua ban.

Vi du: Hoi1 nghi video véi cac nhom
quoc té, tdo chirc cac cudc phong van
tr xa, tién hanh hoi thao trén web va

hon thé ntra.


https://play.google.com/store/apps/details?id=com.google.android.apps.meetings&hl=en
https://play.google.com/store/apps/details?id=com.google.android.apps.meetings&hl=en
https://apps.apple.com/us/app/hangouts-meet-by-google/id1013231476
https://apps.apple.com/us/app/hangouts-meet-by-google/id1013231476
https://gsuite.google.com/learning-center/products/meet/get-started/

PHAN II
THU'C HIEN HANGOUTS MEET TREN CAC MOI TRUONG

Véi Google Hangouts Meet, ban c6 thé t6 chirc cac cude hop video ngau
nhién khi di chuyen cac 16p dao tao 4o trén khap thé gioi, phong van tir xa
va hon thé nira. Néu ban c6 G Suite Enterprise, ban ¢6 thé t6 chiic cudc
hop video cho téi da 250 ngudi cung mdt lac, khéng gidi han thoi gian.
Nhitng gi ban can:

account_circle tai khoan G Suite

Ién lich 10 phat

Luu ¥: Cac phan dién thoai di dong ctia hudng dan nay tap trung vao viéc
st dung cac ung dung di dong Hangouts Gdp g& trén Android va
Apple ® ® ® iOS thiét bi.

1. BAT PAU CUQC HQP VIDEO

Ban co thé bat dau cudc hop video tir mot s6 thiét bi khac nhau va cac san
pham cua G Suite.

Luu y: Trude khi ban bat dau cudc hop video, hay dam bao rﬁng may tinh

cua ban dap ing cac yéu cau hé thong .

Hangouts Ddp ikng yéu cau truy cip
- Quan trji vién AG Suite can bat Meet cho t6 chitc ctia ban. Néu ban
khong thé mé Gap g0, hay lién hé vdi quan tri vién cua ban dé duoc
giup do.

- Pé tao cudc hop video, ban can ding nhap vao tai khoan G Suite.


https://support.google.com/a/answer/6043385
https://support.google.com/meet/answer/7317473

- Pé tham gia cudc hop video, ban can c6 ing dung Gap g& trén thiét
bi di dong hodc trinh duyét web dugc hd tro. Ban khong can tai
khoan G Suite. Dé biét chi tiét, xem Trinh duyét web duoc hd tro .

- Bt cir ai trong hoidc ngoai té chirc ctia ban déu c6 thé tham gia bang
cach chon lién két hodc nhap ID cudc hop. Khach khong moi ngoai
t6 chirc clia ban phai dugc ngudi tham gia cudc hop trong t6 chirc
ctia ban chap thuan, bao gém ca nhiing nguoi dung khong dang nhap
vao tai khoan G Suite.

Néu ban khong thé truy cap Meet, hdy lién hé véi quan tri vién G Suite ciia
ban.
Trong phan nay, ban s& hoc céch:

1.1. Lén lich cudc hop video trong Lich
That d& dang dé 1én lich cudc hop video Meet trong Lich Google — chi
can tao su kién va thém khach mai ctia ban vao d6. Ban c6 thé thém lién
két cude hop video vao su kién lich b'fmg cach thém mdt hodc nhiéu khach
vao su kién hoac bﬁng cach nhép vao Thém hoi nghi . Sau khi ban luu su
kién, lién két cudc hop va $6 quay s6 dugc thém vao su kién.
Luu y: Khach c6 thé chuyén tiép lién két cudc hop dén ngudi khac. Néu ai
d6 cb géng tham gia khong dugc moi tham gia su kién Lich, nguoi tham
gia cudc hop tir to chirc ctia ban phai chdp nhan yéu ciu cua ho.

1.1.1. Trén web

Truy cap Lich Google va tao sy kién.
Trén tab Khach, hiy chuyén t6i Thém khach moi khach tir trong hodc
ngoai td chirc ctia ban.
Nhép vao LUU .
Nhép vao Gui dé thong bao cho khach.
Khach nhan dugc email c6 thong tin sy kién va lién két dén cudc goi di¢n
video.

Sao chép mot hdi nghi hién c6 tir mdt su kién nay sang su kién khéc:


https://calendar.google.com/
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Ban c6 thé st dung cung mot chi tiét hoi nghi Meet dé 1én lich cho cac su

kién Lich
1én Lich.
; :

5 C O @& calendargooglecom/calendar/rpli=1 e v @
H Ungdung M Gmal B YouTube BF Maps
= P Lich omnay ¢ > Thang 3,2020 QA @ & w- o ozm @ @

™2 ™3 a ™s ™s ™7 o
|- Tso
23 25 26 27 28 29

Thang 3, 2020 < > o
2 El 4 13 3 ? & Q
c e oo s

w7 omowowonom

2@ = @ *
om0 e s

GapgavsL.

Tim kiém ngu
Lich cia tai A
Ha Hoang
Elearning12 Tai tgo E
Léi nhac >

= cMalNND v o ®% &

Trong Lich , mé mot su kién ¢6 cudc goi hdi nghi ¢ ché do chinh sira.
Nhap vao Xem chi tiét > Chinh sira tao .

Dén hoac nhap URL Meet hién co6 va nhép Xong .

Nhép vao LUU .

Luu ¥: Ban chi c6 thé dan lién két Gap g& (khong phai lién két Hangouts

co dién) tir mot sy kién Lich khéc.

x 3

EVENT DETAILS GUESTS

Qo Add guests
B Q ¢

. Al

@ ® b ¢

1.1.2. Trén thiét bi di dong
Chuyén dén Lich va tao su kién.
Thém khach tir bén trong hodc bén ngoai to chirc ciia ban.
bam bao cudc goi dién video dang bat.

Nhan vao Luu .


https://calendar.google.com/
https://play.google.com/store/apps/details?id=com.google.android.calendar
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Khach nhan dugc email c6 thong tin su kién va lién két dén cudc goi dién

video.

O Video call [ ]

1.2. Bit dau cudc hop video tir trinh duyét web ciia ban

Néu ban can cau tra 161 nhanh tir mot thanh vién trong nhém, ban c6 thé bat
dau cudc hop ngay lap tirc trong trinh duyét web. Néu ai d6 giri cho ban

URL lién két cudc hop, chi can nhép vao lién két dé tham gia cudc goi .

Luu y: Ban c6 thé gui lién két cudc hop dén nhitng ngudi bén ngoai to
chtic ctia ban, nhung ai do6 tir trong to chitc ciia ban can phai cap cho ho
quyén truy cép vao cudc hop video.

1.2.1. Trén web
Chi trinh duyét Chrome
Trong trinh duyét web, nhap https://meet.google.com .

Nhép vao Bit ddu cudc hop méi > Bit dau cude hop .
Nhép vao Sao chép thdng tin tham gia dé sao chép chi tiét lién két cudc

hop va chia sé chi tiét voi khach cua ban.


https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#section-2
https://meet.google.com/
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=+ Start a new meeting

Add others

COPY JOIMNIMNG INFO

1,3

1.3. Bit dau cudc hop video tir thiét bi di dong ciia ban

Néu ban khong ¢ gan ban 1am viéc, ban c6 thé bat dau va tham gia cac
cudc hop video moi lic, moi noi trén thiét bi di dong cia minh béng ung
dung Hangouts Meet danh cho thiét bi di dong.

1.3.1. Trén thiét bi di dong
Tai tng dung Hangouts Meet:
Trong Cua hang Play (Android) hodic App Store (10S), tai xudng va cai dit

ung dung Hangouts Meet.

Nhén vao tmg dung Hangouts Meet trén thiét bi ctia ban dé mé tmg dung.
Néu ban co6 nhiéu thiét bi, ban co6 thé bét dau cudc goi video trén mat thiét
bi va tiép tuc trén mot thiét bi khac. Cudc goi dugc tu dong déng bd hoda
trén tat ca cac thiét bi.

Bit dau cudc hop video tur thiét bi di dong cua ban:

Mé ing dung Hangouts Meet.

Nhéan Thém add_circle_outline .

Nhan Chia sé va chon mot ung dung dé guri chi tiét cude hop cho khéch cua

ban.


https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#!/section-1-3
https://play.google.com/store/apps/details?id=com.google.android.apps.meetings
http://itunes.apple.com/us/app/meet/id1013231476?mt=8
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Meeting ready

< Share

2. Tham gia cugc hop video

Véi Meet, that dé dang dé gap gd cac thanh vién trong nhém bat ctr noi nao
trén thé gioi, bat ctr lic ndo - tat ca tir may tinh hoac thiét bi di dong.

Trong phé‘m nay, ban s€ hoc cach:

2.1 Tham gia tu su kién Lich

2.2 Tham gia tx Meet

2.3 Tham gia voi URL lién két cude hop

2.4 Tham gia v&i ma cudc hop

2.5 Quay sd tir dién thoai

2.1. Tham gia tir sy kién Lich
Xem cac cudc hop da lén lich ctuia ban trong Lich va nhanh chong tham gia
cudc hop video.
2.1.1. Trén web
Trong Lich nhép vao su kién ban mudn tham gia.
Nhép vao Tham gia Hangouts Meet va trong ctra s6 mo ra, nhap vao Tham

gia cudc hop .


https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#!/section-2-1
https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#!/section-2-2
https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#!/section-2-3
https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#!/section-2-4
https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#!/section-2-5
https://calendar.google.com/
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Join Hangouts Meet

2.1.2. Trén thiét bi di dong
Trong Lich , mé su kién.

Dé tham gia cudc hop, hiy nhan vao lién két Tham gia cudc goi video

O Join video call

| &

2.2. Tham gia tir Meet
2.2.1. Trén web

Trong trinh duyét web, nhap https://meet.google.com/ .

Chon cudc hop tir danh sach cac su ki¢n da 1én lich cta ban.

Nhép vao Tham gia cudc hop .


https://play.google.com/store/apps/details?id=com.google.android.calendar
https://meet.google.com/
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hitps.fimeet. google. com/

2.2.2. Trén thiét bi di dong
Mo tmg dung Hangouts Meet.
Vubt 1én tir dudi ciing dé xem céac cude hop da 1én lich cuia ban.
Chon cudc hop tir danh sach va nhan Tham gia .

= Your meetings

- —— m
&8 7001235

2.2.3. Tham gia v6i URL lién két cudc hop
Doi khi khong c6 du thoi gian dé sap xép mot cudc hop va dit phong. Voi
Hangouts Meet, ban c6 thé tham gia cudc hop video ngau nhién bﬁng cach
nhép vao URL lién két cudc hop dugc gui té1 ban bﬁng van ban hoac

email.
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2.2.3.1. Trénweb
Nhép vao lién két cudc hop duogc giri cho ban bang vin ban hodc email.

Lam theo 101 nhic trén man hinh dé tham gia cudc hop.

click this link: hitps:fmest.google.com)

Otherwise, to join by phone, dial +x-o0eoo-0000 and enter this Fin: oo

2.2.3.2. Trén thiét bi di dong
Nhan vao lién két cudc hop duogc guri cho ban qua van ban hoac email.

Lam theo 101 nhic trén man hinh dé tham gia.

< :

4

click this link

Otherwise, to join by phone,
dial +x-wxcxo-nno and enter
this Pin: oo

2.2.4. Tham gia véi ma cudc hop
Ban c6 thé tham gia cudc hop béng cach nhap ma cudc hop, 1a ma duy nhat

0 cudi lién két cudc hop.

2.2.4.1. Trén web
Trong trinh duyét web, nhép https://meet.google.com .

Nhép vao Str dung ma cudc hop .


https://meet.google.com/
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Nhap mi cudc hop va nhip vao Tham gia .

Luu y: Néu t6 chirc ctia ban d3 mua va cai dit Chromebox cho hoi hop ,

ban cling co thé nhap ma nay vao thiét bj do.

Use a meeting Code

2.2.4.2. Trén thiét bi di dong
Mo tmg dung Hangouts Meet.

Nhan vao Menu trinh don .

Nhan vao St dung ma cudc hop .

Nhép ma cudc hop va chon mot tuy chon:

Néu ban d3 diang nhap vao tai khoan G Suite ctia minh, hdy nhp vao Tham
gia.

Néu ban chua ding nhap vao tai khoan G Suite cua minh, hdy nhép

Va0 Yéu cau tham gia cudc hop .


https://enterprise.google.com/chrome/
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a

- sz a meeting Code

lUse a meeting Code

2.2.4.3. Quay sb tir dién thoai
Véi Meet, khach hang G Suite Enterprise cé thé tao cac cudc hop bao gom

ty chon quay sé dé truy cap chi 4m thanh. Bét ky khach nao duoc moi
tham gia cac cudc hop d6 déu c6 thé quay sd vao bat ké ho sir dung phién
ban nao.
2.2.5. Mé su kién Lich hodc 16i moi hop

Nhén vao sb dién thoai (ma PIN duoc nhap tu dong. Nhap ma PIN néu ban
nhap thu cong sé dién thoai).

Luu ¥: S6 dién thoai dugc dya trén vi tri may tinh cua ban hodc vi tri cta
nguoi to chire su kién. Néu qudc gia ctia ban chua dugc hd trg, thi lva chon
thay thé tot nhat tiép theo s& duoc hién thi. Dé sir dung mot s6 thay thé, mo

161 mo1 hop hoac su kién lich va chon Thém so6 dién thoai .


https://support.google.com/a/answer/6043385
https://calendar.google.com/
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Jain by phone

FA-RR=-000 Pin: oo

3. Cong tac trong cudc hop video

Véi Meet, ban c6 thé chia sé y twong hitu ich va suy nghi truc tiép véi cac
thanh vién trong nhom cta minh.

Trong phé‘m nay, ban s€ hoc cach:

3.1 Thém va x6a khach vao cudc hop video dang dién ra

3.2 Thém nhiéu khach hon vao su kién Lich

3.3 Guri tin nhin trd chuyén

3.4 Trinh bay man hinh cua ban

3.5 Ghi lai mdt cudc hop video

3.6 Tit micrd cua khach

3.1. Thém va x6a khach viao cudc hop video dang dién ra

Ban c6 thé moi thém khach va xéa khach trong cudc hop video. Pé moi
nhitng nguoi bén ngoai t6 chirc ctia ban chua dugc thém vao sy kién Lich,
ai d6 trong t6 chirc ctia ban trude tién phai cp cho ho quyén truy cip vao
cudc hop.

Luu V: Quy khach ngudi bang tay quay sb bang cach sir dung sé dién thoai
can phai nhap ma PIN hop.

3.1.1. Trén web

Thém khach vao cudc hop video dang dién ra:


https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#!/section-3-1
https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#!/section-3-2
https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#!/section-3-3
https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#!/section-3-4
https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#!/section-3-5
https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#!/section-3-6
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O goc dudi cung, nhap vao tén cude hop.

Nhap vao Sao chép content_copy thong tin.

Dan chi tiét cudc hop vao email hodc tng dung khac va giri cho ngudi do.
Xo6a khach khéi cudc hop video dang dién ra:

Nhép vao mii tén Quay lai arrow_back , di chudt qua ngudi d6 va nhap
vao Xdéa remove_circle_outline .

Luu y: Ban can phai & cung mot to chic véi tu cach 13 ngudi to chire cude

hop dé xo6a ai d6 khoi cudc hop video.

0 copyiNFO

3.1.2. Trén thiét bi di dong
Thém khach vao cudc hop video dang dién ra:

Mo Gap go va tham gia cudc hop video .

Nhén vao tab Chi tiét .

Nhan Chia sé thong tin tham gia va chon mot tng dung dé giri chi tiét cudc
hop cho khach cta ban.

Xoéa khach khéi cudc hop video dang dién ra:

Nhap vao tab Moi ngudi , chon miii tén Xudng arrow_drop_down bén canh

ngudi d6 va nhap vao Xoéa remove_circle_outline .


https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#section-2
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DETAILS

Jaoining info

Share jaining info

3.2. Thém nhiéu khach hon vao s kién Lich
Néu ban quén mdi moi ngudi tham gia cudc hop video Meet ciia minh, ban
c6 thé thém khach bd sung trong Lich.

3.2.1. Trén web

Truy cap Lich va mo su kién hién co.
Trén tab Khach , hay truy cap Thém khéach va thém khach b sung.
Nhép vao LUU .
Nhép vao Gui dé giri 101 moi.
Khéch nhan dugc email c6 thong tin su kién va lién két dén cudc goi dién

video.

GUESTS

S X

3.2.2. Trén thiét bi di dong
Truy cap Lich va m¢ sy kién hién co.

Trong truong Khéch , thém khach b sung.


https://calendar.google.com/
https://play.google.com/store/apps/details?id=com.google.android.calendar
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Nhan Luu dé g 161 moi.
Khach nhan dugc email c6 thong tin sy ki¢n va lién két dén cudc goi dién

video.

3.3. Giri tin nhén tro chuyén
Gui tin nhan cho nhitng khach khac trong cudc hop video tir may tinh hodc
thiét bi di dong.
3.3.1. Trén web

M¢& Gap go va tham gia cudc hop video .

O gbc trén cung bén phai, nhap vao Tro chuyén trd chuyén bubble .
Nhép tin nhin vin ban va nhdp Gui gui .
Luu y: Tin nhén tro chuyén hién thi v6i moi nguoi trong cudc goi. Khi ban

r01 khoi cudc hop, tat ca céc tin nhan tro chuyén s€ bién mat.

3.3.2. Trén thiét bi di dong

Mo Gap gb va tham gia cudc hop video .

Nhén Tro chuyén trd chuyén_bubble .

Nhap tin nhan van ban va nhan Gui guri .


https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#section-2
https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#section-2
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CHAT

3.4. Trinh bay man hinh ctia ban
Ban mudn thao ludn mot tép hodc trinh bay cho mdt nhom trong cudc hop
video? Ban c6 thé chia sé¢ man hinh ctia minh dé trinh bay tai li¢u, ban trinh
bay, bang tinh va hon thé nira.
Luu y: Ban hién khong thé hién thi man hinh cta minh tir thiét bi di dong.
3.4.1. Trén web

Mo Gap go va tham gia cudc hop video .

Nhép vao Hién tai va chon ndi dung can chia sé:

Toan bd man hinh cua ban

Cira s6

Chon Chia sé .

Khi ban trinh bay xong, hdy nhap vao Dimng chia sé hodc & goc dudi cung,
nhap Ban dang trinh bay > Huy ban trinh bay cua ban .

(Tuy chon) Dé tiép quan viéc trinh bay tir ngudi khac, & goc dudi cing,

chon diéu khién trinh bay va chon Hién tai thay thé .


https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#section-2
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Present

[ Your entire screen

E A wiincow

]

Present

3.5. Ghi lai cudc hop video
Néu ban 1a nguoi td chirc hodc ban dugc mot nguoi nao do trong td churc
ctia ban moi tham gia cudc hop video, ban co thé str dung Meet dé ghi lai
cudc hop. Ban ghi dugc luu vao Google Drive va duogc lién két véi su kién
trong Lich.
Luu y: Tinh nang nay chi kha dung véi G Suite Enterprise .
3.5.1. Trén web

Ghi lai cudc hop video:

Mé Gap go va bat dau hodc tham gia mot cudc hop video.

Khi ban tham gia cudc hop, nhép vao Thém more_vert > Ghi cudc hop va
nhap vao Bat dau

Luu y: Nguoi tham gia dugc thong bao khi ghi bat dau hodc dimg. Nhing
nguoi bén ngoai t6 chirc ctia ban, ngudi ding tmg dung danh cho thiét bi di
dong va nhitng nguoi quay sb cling dugce thong bao khi qua trinh ghi bét
dau hodc dimg nhung ho khong thé kiém soat ban ghi.

Dé dimg ghi, nhap vao Thém more_vert > Ding ghi .

Nhép vao Dung ghi ¢é xac nhan. Ngoai ra, ban ghi s& tu dong ding khi
moi ngudi ro1 khoi cude hop.

Poi mot vai phut dé tap tin ghi dugc tao va luu vao Drive

Mot email co lién két dén ban ghi s& ty dong duoc guri dén nguoi to chirc

cudc hop va bat ky ai da bat dau quay. Ban ghi am duogc ty dong chia sé


https://support.google.com/a/answer/7284269
https://meet.google.com/
https://drive.google.com/
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v6i nhimg ngudi tham gia cude hop & cing mién véi ngudi to chire cude
hop.

Néu ban nhan dugc email cé tép ghi, hay nhép vao tép dé mo tép hoac
nhap vao Mé trong Drive .

Phat, chia sé, tai xuéng hodc luu ban ghi:

Mo Drive va nhip dap vao tép ghi dé phat.

Chon mdt tuy chon:

Dé chia sé ban ghi, hiy chon tép va nhap vao Chia sé person_add . Hoic,
nhap vao Lién két insert_link va dan lién két vao email hodc tin nhan tro
chuyén.

Pé tai xudng ban ghi, hdy chon tép va nhap vao Thém more_vert > Tai
xuéng .

Pé thém ban ghi vao Drive ciia t6i, nhip vao Thém vao Drive cia

t6i add_to_drive .

@ Record meeting

3.6. Tit tiéng micrd ciia khach
Néu ban dang gip phan hoi hoic tiéng on trong nén trong cudc hop video,
ban ¢6 thé mudn tat tiéng micrd cua nguoi khac.
3.6.1. Trén web

Mo Gap gd va tham gia cudc hop video .

bé tat tiéng micrd cua ban, & cudi man hinh, hdy nhap vao Tat tiéng

mic_off .


https://drive.google.com/
https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#section-2
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bé an nguoi khac, bén canh nguoi do, nhap vao Tat tiéng mic off .

- PEOPLE (3)

8.

3.6.2. Trén thiét bi di dong

M¢& Gap go va tham gia cudc hop video .

Pé tat tiéng, hiy nhan Tt tiéng mic_off .
Pé 4an nguoi khac, trén tab Moi nguoi , chon nguoi do va nhan Tat tiéng

mic_off .

PEOPLE (3)

&

-
A

&

Miute
4. Quan Iy cai dit thiét bi
Piéu chinh may anh, micrd cua ban va hon thé nita dé nhan cac cai dit ban
can.
Trong phan nay, ban s& hoc cach:

4.1 Thay dobi may anh, loa va micro cua ban

4.2 Diéu chinh chit luong video clia ban



https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#section-2
https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#!/section-4-1
https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#!/section-4-2
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4.3 Diéu chinh camera di dong cua ban

4.1. Thay d6i may anh, loa va micrd ciia ban
4.1.1. Trén web

M& Meet va nhap vao More more_vert > Cai dat cai dit .
Nhép vao Chung .
Chon cai dit ban mudn thay doi:
Video
Microphone
Dién gia

Nhép vao Xong .

GEMERAL

Videao

Micraphone

£ Settings

Speakers

4.2. Piéu chinh chit lhrong video ciia ban

Neéu ban gdp phai két n61 mang kém, su ¢6 vé video hodc am thanh hoac

bat ky van dé nao khac anh huong dén chat luong video cua ban, ban co

thé can phai diéu chinh do phan giai video ctia minh.
4.2.1. Trén web
M& Meet va nhap vao More more_vert > Cai dit cai dit .

Nhép vao Mang va chon cai dat ban mubn thay doi:

Pé thay d6i chat lugng hinh anh tir thiét bi cia ban ma ngudi khac nhin

thay, hdy nhap vao Gui do phan giai (t6i da) .

Dé thay d6i chit lugng hinh 4nh ma ban nhin thiy tir nhitng nguoi tham gia

khac, hiy nhap vao Nhan do phan giai (i da) .


https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#!/section-4-3
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Nhép vao Xong

Luu y: D6 phan giai cao (720p) st dung nhiéu dit liéu hon, nhung két qua
13 gtri hodc nhan anh co chat lugng tt hon. Pinh nghia chuan (360p) st
dung it dit liéu hon, nhung két qua 13 gtri hodc nhan anh co6 chét luong thap

hon. Chon Chi 4m thanh dé st dung luong dir ligu it nhat.

METWORE

Send Rasolution (maximium)

Recalve Resolution (maximum)

£ Settings
DOME

4.3.Piéu chinh camera di ddng ciia ban
Néu ban dang st dung tmg dung Hangouts Meet, ban c6 thé mudn dao
nguoc ché do chup anh tu sudng (mac dinh) trén may anh cia dién thoai.
4.3.1. Trén thiét bi di dong

Mo trng dung Hangouts Meet va tham gia cudc hop video .

Nhén vao Thém more_vert > Chuyén may anh .



https://gsuite.pupam.com/vi/learning-center/products/meet/get-started/#section-2
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TAI LIEU THAM KHAO
https://helpdesk.ctu.edu.vn/day-hoc-truc-tuyen/28-

huongdansudunggooglemeet

https://support.google.com/meet/answer/7317473

https://calendar.qgoogle.com/calendar/r?pli=1

https://play.google.com/store/apps/details?id=com.google.android.apps.me

etings&hl=en



https://helpdesk.ctu.edu.vn/day-hoc-truc-tuyen/28-huongdansudunggooglemeet
https://helpdesk.ctu.edu.vn/day-hoc-truc-tuyen/28-huongdansudunggooglemeet
https://support.google.com/meet/answer/7317473
https://calendar.google.com/calendar/r?pli=1
https://play.google.com/store/apps/details?id=com.google.android.apps.meetings&hl=en
https://play.google.com/store/apps/details?id=com.google.android.apps.meetings&hl=en

