HUONG DAN DAO TAO TRUC TUYEN TREN PHAN MEM MICROSOFT TEAMS

1. Download va cai dat phan mém Microsoft Teams

B1. Mo trinh duyét web trén may tinh (co thé su dung trinh duyét Chrome, Firefox, Cococ, Micrsofot
Edge) truy cap vao duong dan https://teams.microsoft.com/downloads --> nhan nut Download Teams

@ teams.microsoft.com/downloads

Teams on your desktop. It's just better.

l + Download Teams

More options

B2. Sau khi tap tin Microsoft Teams dugc tai vé may tinh, md tap tin vua tai dé bat dau cai dat phan
mém.

Qua trinh cai dat sé dién ra ty dong, chung ta chi viéc cha khoang vai phut dé tién trinh cai dat hoan
tat.

Sau khi phan mém Microsoft Teams dugc cai dat thanh cong, trén man hinh may tinh sé xuat hién
biéu tugng Microsoft Teams.

2. M@ va dang nhap vao phan mém Microsoft Teams.

B1. Trén man hinh may tinh, nhdp doi chuot vao biéu tugng Microsoft Teams

T
&

Microsoft
Teams
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https://teams.microsoft.com/downloads

B2. Khai bao dia chi Email ma Giang vién dugc cung cdp dé dang nhap vao hé thong > nhan nut
Signin

&

Enter your work, school,
or Microsoft account.

phongnt@online.vhu.edu.vn

y

B3. Khai bao mat khdu - Nhan nut Sign in

¥ Login to Microsoft Teams — O *

B® Microsoft
phongnt@online.vhu.edu.vn

Enter password

ssssBBOBRES I

Forgot my password

Sign in with another account \

B4. Lan dau tién dang nhap vao phan mém, nhing cua s6 gidi thiéu vé phan mém sé xuat hién,
chung ta chi viéc nhan Next dé bd qua cUa s6 nay.

X

A

ace

Bring your team together

Create a collaborative workspace for your team and let anybody jain, or keep it
private. Use channels to crganize activity by topic, area, or anything else

S
-
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Cudi cung la nhan Let's go dé hoan tat qua trinh dang nhap.

You're ready!

Watch a quick walkthrough of Microsoft Teams.

3. Tao lop hoc

B1. Tai ctia s6 chinh cta phan mém nhan vao Create a team hodc Join or create a team

© Search or type a command ee |
Teams v Join or create a team Search teams Q
. G
Create a team Join a team with a code

000 erercode

Got a code to join a team? Enter it above.

/

@' Join or create a team 23]

B2. Chon vao muc Class dé bat dau tao lop hoc
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Select a team type

=) L y i
& T S

Class Professional Learning Staff Other

Discussions, group projects, Community (PLC) School administration and Clubs, study groups, after school
assignments

’ Educator working group development activities

Cancel

B3. bat tén Idp hoc theo qui dinh

- Name: Tén lop hoc
- Description: Ghi chu thong tin lién quan dén I6p hoc nay dé dé nhan dang.

Create your team

Teachers are owners of class teams and students participate as members. Each class team allows you to

create assignments and quizzes, record student feedback. and give your students a private space for
notes in Class Notebook.

Name I

THCBOO1 TIN HOC CAN BAN ®@

Description (optional)

Tai thé Students nhap vao Ma sinh vién dugc cung cdp tt phong Quan ly Bao tao

B4. Bua sinh vién, giang vién vao lop hoc

Add people to "THCB001 TIN HQC CAN BAN"

Students Teachers 4 Nhép MSSVW
181A030693|

i at your school.

&

181A030693 - Nguyén Bang Hoang M§
(M¥181A4030693) Nganh Marketing

Skip
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Chon vao dong két qua tim ki€m = Nhan nut Add

Add people to "THCBOOT TIN HOC CAN BAN"

Students  Teachers \
1 181A030693 - Nguyén Ding Hoang My x I “

Start typing a name to choose a group, distribution list, or person at your school.

Néu Add nham sinh vién vao Iop co thé xoa sinh vién ra khoi 16p hoc bang cach nhan vao dau X phia

sau sinh vién do.

Add people to "THCB0OT TIN HOC CAN BAN"

Students  Teachers

Search for students

Start typing a name to choose a group, distribution list, or person at your school. ‘
181A030694 %

! CHAU181A030694

181A030693 - Nguyén Dang Hoang My w
(MY¥181A030693) Nganh Marketing

Close

- Thé Teachers dung dé thém giang vién vao l6p hoc, cach thyc hién tuong ty nhu dua sinh vién
vao lép hoc. Tuy nhién trong truong hop Giang vién la ngudi tao 16p hoc thi khéng can thuc hién
budc nay, hé théng sé tu dong thuc hién céng viéc nay.

Sau khi dua day du sinh vién vao I6p hoc, nhan nut Close.
4. Tao kénh (chanel) cho lop hoc
Moi budi hoc sé la mét channel riéng dé sinh vién co thé dé dang trao doi va tim kiém lai thong tin

cua tung buoi hoc.
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B1. Nhan vao dau “..." phia sau lop hoc vua tao - Chon Add chanel

Teams e General Posts Files Class Notebook

Your teams \ _
+ New ~» T Upload @ Copy link

THCBOO1 TIN HOC CAN BAN

General

),

Hide

Mar@e team

Add channel Materials

s

m

“~

Add member
Leave the team

Edit team

@ % % (o

Get link to team

Delete the team

S]]

B2. Dién thong tin lién quan dén budi hoc - Nhan nut Add

- Channel name: Tén budi hoc

- Description: Ghi chu théng tin lién quan dén budi hoc

- Danh dau chon vao “Automatically show this channel in everyone’s channel list”
Create a channel for "THCB0O1 TIN HQC CAN BAN" team

Channel name [b
Budi 1 - Nhap mén Tin hoc ®

Description (optional)

Sang th 2 ngay 2/3/2020

Privacy

Standard - Accessible to everyone on the team VAN

Automatically show this channel in everyone’s channel list
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B3. Kich hoat tinh nang théng bao cho buéi hoc(channel)

Phia sau buéi hoc viia tao nhan vao dau “..." = chon Channel notifications

Teams

Your teams

THCB0O1 TIN HOC CAN BAN

General \
Budi 1 - Nhdp mén Tin hoc

1 hidden channel

v

Budi 1 - Nhap mén Tin hoc

L1 Channel notiﬁcatior@j
42 Pin
 Hide
£33 Manage channel
B3 Get email address
@ Get link to channel
& Edit this channel
i Delete this channel
Dong All new posts: chon Banner and feed
Banh dau chon vao: Include all replies
Dong Channel mentions: chon Banner and feed
Sau do nhan Save
Channel notification settings X
THCBOO1 TIN HOC CAN BAN > Budi 1 - Nhdp mén Tin hoc %
All new posts
Notify me every time there is a new post in this channel Banner and feed 7
Include all replies
Channel mentions
Notify me each time this channel is mentioned Banner and feed d

Reset to default

Thuyc hién cac budc tuong ty dé tao nhing budi hoc(channel) con lai va General
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5. Lén lich giang day cho tung buéi hoc
B1. Chon vao buéi hoc can lén lich

B2. Chon vao biéu tugng “Meet now”

Teams N Budi 1 - Nhap mén Tin hoc Posts files Notes +

ﬂ THCBOO1 TIN HOC CAN BAN

ane ’1

Budi 1 - Nhdp mén Tin hoc ”
Budi 2 - Windows Can ban
—

Calendar \ :
hS

Welcome to the class! by
name or student names to start a conversation.

a ally shown in the channels list.

mention someone.

28" Join or create a team 33 A ¢ @ @ v B> g

B3. Chon Schedule a meeting

Want to add a subject?

Meet now

(] Schedule a meeting

R
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B4. Khai bdo nhing théng tin lién quan dén budi hoc nhu:

- Tén bubi hoc
Thoi gian bat dau, thoi gian két thuc budi hoc
- Budi hoc (channel) ddam bao phai chon dung budi hoc can lén lich

New meeting Details  Scheduling Assistant

Time zone: (UTC+07:00) Bangkok, Hanoi, Jakarta . .
Tiéu dé budi hoc
& Bugi 1 Nhap mén Tin hoc

= Add required attendees

m Close

Théi gian bat du

Mar 2, 2020 8:00 AM v
Mar 2, 2020

1030 AM v—2830m @  Allday
3 Doesnotrepeat Thei gian két thuc

n THCBOO1 TIN HOC CAN BAN Budi 1 - Nhap mén Tin hoc

.

(0] ® Hoconline >

B 7 U & % A WA Paragraph ~ T, < KT =

Type details for this new meeting

B5. Nhan nut Send
6. Upload tai liéu giang day

B1. Trong I6p hoc vua tao = Chon General = Files = Class Materials

Teams i General Posts Files Class Notebook Assignments Grades

¥o-

+ MNew ~ T Upload @ Copylink 4 Download

Your teams

THCBOO1 TIN HOC CAN ...

@ General 1‘ -1 General

Budi 1 - Nhap mén Tin hoc

Iy

Budi 2 - Windows Can ban L] MName- Maodified | ~

Class Materials
3
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B2. Nhan chon vao Upload dé dua tai liéu vao Iop hoc, hoac co thé st dung thao tac kéo tha du liéu

vao thu muc Class Materials .

Teams '

Your teams
Bl THCBOO1 TIN HOC CAN ...
General

BuGi 1 - Nhip mén Tin hoc

Bugi 2 - Windows Can ban

7. Giang day tryc tuyén

B1. Trén phan mém Microsoft Teams, bén trai chon vao Calendar = Chon vao lich hoc dé dang ky

trudc doé

Calendar

02

Budi 1 Nhip mén Tin hoc
Hoc online
VHU PhongNT

10 AM

B2. Nhan Join

General

a
al
al
@’

aj
aj

O &

+ New v A_‘Up\oad @ Copylink @ Open in SharePoint

General fosts Files Class Notebook  Assignments  Grades

Class Materials

Name ~
~Bai 1.pptx
N

Bai 2.pptx
N

B3i 3.pptx
“Bai 4.pptx
~Bai 5.pptx
N

B3i 6.pptx

N
" Ba&i 7.pptx

[5] Today < > March2020

Modified

A few seconds ago
A few seconds ago
A few seconds ago
A few seconds ago
A few seconds ago
A few seconds ago

A few seconds ago

uesday
Bubi 2 - Windows Cén bin

VHU PhongNT
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Search or type a command

l Budi 1 Nhap mén Tin hc_)c Chat Details Scheduling Assistant  Meeting nw Close
a X Cancel meeting Time zone: (UTC+07:00) Bangkok. Hanoi, Jakarta Tracking

.
g 4
3

@ & Budi1Nhap mén Tin hod F3) VHU PhongNT
Teams 1 Crganizer
ﬁ = Add required attendees + Optional &?

2] Mar 2, 2020 8:00 AM v

Mar 2, 2020 10:30 AM ~  2h30m @ All day

] Does not repeat

B3. Tai cUia s6 dau tién chuan bi tham gia vao l6p hoc, phan mém sé cho phép chung ta 156 tuy chon
sau day:

- S6 1: bong/ mé Camera
- S6 2: bong/ Mé chuc nang lam mo hau canh
- S6 3: bong/ Ma Micro

Sau khi chuan bi hoan tat = nhan Join dé bat dau buoi giang day tryc tuyén.

Choose your audio and video settings for

Budi 1 Nhap mén Tin hoc

r

’

Doéng/ me
camera

Join now Poéng/ M&
Micro

9 @ 293 PC Mic and Speakers
Lam mé héau canh

Other join options

&9 Audio off %) Add aroom
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Tai cUa s6 hoc tryc tuyén sé co cac cong cy ho trg cho viéc gidng day.

Search or type a command

: Thoi gian budi hoc da dién ra

: Dong/ mé camera

: Dong/ m& micro

: Chia sé tai nguyén

: Chtrc ndng mé réng

: Péng/ md clra sb trao d6i nhom

- Bong/ m& danh sach thanh vién dang tham gia I6p hoc
- Két thuc budi hoc

1 2 8 4 6 8
027 w4« 8 [ S| ~

8. Trinh chiéu slide Powerpoint

Chon vao chuc nang chia sé tai nguyén (Share) - Chon noi lGu trd slide Powerpoint = Chon slie
trinh chiéu.

Desktop PowerPoint Browse Whiteboard

BB Browse Teams and Channels

2

@» OneDrive

Freehand by InVision
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Trong khi trinh chiéu Slide Powerpoint, giang vién c6 thé st dung phim mudi tén qua lai trén slide
hodc c6 thé su dung ban phim dé di chuyén slide.

Dé ngan khong cho sinh vién tu y di chuyén slide trinh chiéu chung ta cé thé bat chuc nang khéa di
chuyén dai vdi sinh vién.

Muén dung chiéu slide Giang vién chi viéc nhan vao Stop presenting

TRUONG PAI HOC VAN HIEN

HUONG DAN SU DUNG
MICROSFT ONEDRIVE

GIANG VIEN: PHUNG THE BAO
HOC VIEN:

Di chuyén slide Khoa di chuyén slide
doi vai sinh vién

{ Slidetof12 > ®©
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