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Hudng dan sir dung Microsoft Teams

Buéc 1: Tai bo cai dat Microsoft Teams vé may tinh hoac ngudi ding cé thé sir dung
ng dung MS. Teams truc tuyén (trong truong hop may tinh c6 cau hinh thap). Nguoi ding
c6 thé sir dung giao dién tiéng Anh hoic tiéng Viét. Trong ndi dung huéng dan nay minh
hoa véi giao dién tiéng Viét.

Truy cap dia chi: https://www.office.com/ va tién hanh ding nhap bang tai khoan
Microsoft Office 365 nha truong da cung cap.

- o x
Q) Dang nhap Office 365 | Microso! X 4
€ C [ @ https//www.office.com| %) O 0
B® Microsoft | Office Cicsinphmv Tiinguyen v Miu Wt Taikhodnclatsi | MuaOffice 365 T4t ¢4 Microsoft a

—_—

Chao ming ban dén véi Office *"

Noi dé ban tao, giao tiép, hgp tac va hoan thanh céng viéc tuyét voi.

Tai Office Ding nhiap ]

Nhap tai khoan office 365 sau do click vao nit tiép theo nhu hinh bén dudi

BT Microsoft
Dang nhap

pm100@sv.ufm.edu.vn

Ban khéng cé tai khodn? Hay tao tai khoan!

Ban khéng truy cap dugc vao tai khoan?

Toy chon ding nhip

Tiép theo

Nhap mat khau sau d6 chon Diing nhap



https://www.office.com/
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a8 Microsoft

< pm100@sv.ufm.edu.vn

Nhap mat khau

N

T6i 33 quén mat khau

Dang nhdp

Sau khi dang nhap thanh céng, trang web Office 365 s& xuat hién.

(Lueu y: Tai trang Office 365 online nay giang vién co thé si dung 1ng dung Microsoft Teams

triec tuyén ma khéng can cai dat, Tuy nhién, dé thudn tién cho viéc siz dung thirong Xuyén

gidng vién nén tdi vé bg cai dat Teams)

a Microsoft Office Home x

Start new Outlock
OneNote SharePoint

+

c & office.com/?auth=2

Good evening, pm100

OneDrive Word

T

Teams

&

Sway

CLICK VAO
Teams

Excel
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Tt ca ung
dung

Cai dat Office

%

PowerPoint

E=—10

Click vao tng dung Teams nhu hinh trén dé mé wng dung Microsoft Teams




Huéng dan sir dung Microsoft Teams

= Tim kiém hoic gé |énh

a

Dén: Bat diu gb tén hodc nhém

Trd chuyén

Ty
gr
Nhém

CLICK VAO DAY DE TAI VE
NG DUNG MICROSOFT TEAM

Click vao biéu twong tai xudng nhu hinh trén dé tai vé file cai dat Microsoft Teams.

Buwoc 2: Cai dat ing dung Microsoft Teams

;' |2] =1 Application Toals Downloads - ] X
Home Share View Manage (2]
4 ;« Window 10 (C:) » Users » Admin » Downloads ) Search Downloads »p
~
Name Date modified Type Size
3+ Quick access
G Tearmns_windows_x64 2/25/2020 219 AM  Application 97,345 KB
[ Desktop *
& Downloads *
[£| Documnents *
| Pictures -
J‘s Music
m Videos . . aw -
File cai dat Microsoft Teams
@ OneDrive
= This PC
[_} Metwork

Titem 1 item selected 95.2 MB

Sau khi tai file cai dat Microsoft Teams vé may tinh, nguoi dung tién hanh cai dat,
double click vao file cai dat MS.Teams, mot man hinh thong bao xuét hién.




Hudng dan sir dung Microsoft Teams

Open File - Security Warning x

Do you want to run this file?

MName: ChUsers\Admin\Downloads'\Teams windows x64.exe

Publisher: Microsoft Corporation
Type: Application

From: Ch\Users\Admin\DownloadstTeams_windows_xG4d.exe

Run Cancel

Always ask before opening this file

While files from the Internet can be useful, this file type can potentially
@ harm your computer. Only run software from publishers you trust.
What's the risk?

Chon Run dé tién hanh cai dat.

B Microsoft

Installing Microsoft Teams - _ .

Sau khi cai dat xong ching ta mé tng dung va tién hanh ding nhap vao Microsoft

Teams bang tai khoan Office 365.
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Microsoft Teams

Enter your work, school,
or Microsoft account.

pm100@sv.ufm.edu.vn

Nhap tai khoan office 365

G Login to Microsoft Teams — [m}

B® Microsoft

pm100@sv.ufm.eduvn

Enter password

Forgot my password

Sign in with another account

Sign in

Terms of use  Privacy & cookies -«

Nhap mat khau cua tai khoan
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Man hinh lam viéc tng dung Microsoft Teams

Search or type a command

Join or create a team

-

Create a team

Bring everyone together and get to

work!

Page5of 5 243words  English (United States)

“

HOI SINH VIEN UFM
Public

Join a team with a code

Enter code
HOI SINH VIEN UFM

tai chinh quoc te sang t5 M6 hinh Tai chinh
Public Public

Search teams Q

THU VIEN TRUGNG DAl HOC ...

O Focus B -

2. HUONG DAN CHUYEN POl NGON NGU SANG TIENG VIET

Pé thuan tién cho viéc sir dung Microsoft Teams chiing ta chuyén doi ngdn ngit tir Tiéng

Anh sang Tiéng Viét bang cach Click vao biéu twong tai khoan nhu hinh bén dudi.

Search or type a command

et

Create a team

HOI SINH VIEN UFM

Bring everyone together and get to w

Join or create a team

e
Join a team with a code

Enter code

ork! Got a code to join a team? Enter it above

THU VIEN TRIO'NG DAI HOC ...

N |

Search teamg

CLICK VAO BIEU TUONG
TREN DE THAY 01 NGON
NG CHO (YNG DUNG

Chon Settings
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Search or type a command e

a .
Join or create a team p  pmi00
Change picture
Available >
H
s Ejp Set status message
ugr
[feams . . [ saved
Create a team Join a team with a code
i3 53 Settings
000
Zoom - (100%) + (]
Bring everyone together and get to work! Got a code to join a team? Enter it above
E_Q Keyboard shortcuts
= About >
Check for updates
HS TV Download the mobile app
HOI SINH VIEN UFM THU VIEN TRU'ONG DAI HOC ... Sign out

Kéo thanh truot xudng phan Language, chon ngdn ngit tiéng Viét va click vao nt

Save and restart dé hoan thanh viéc chuyén d6i ngén ng.

Settings X

On close, keep the application running

G I ) : : :
£ Genera () Disable GPU hardware acceleration (requires restarting Teams)

@ Privacy Register Teams as the chat app for Office (requires restarting Office
e

- lications)
[l Notifications applications)

{} Devices Language

Restart application to apply language settings.

% Calls

App language determines the date and time format.

Tiéng Viét (Viét Nam)

Keyboard language overrides keyboard shortcuts.

English (United States) A

Save and restart
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A Tim kiém hoc gé lenh e - O

Tim ki€m nhém

Tham gia nhém bang ma
Nhap ma

Nhan ma dé tham gia nhém? Nhap mé

vao phan phia trén

HOI SINH VIEN UFM THU VIEN TRFO'NG DAI HOC ...

3. HUONG DAN SU DUNG MICROSOFT TEAMS DANH CHO GIANG VIEN
3.1 Tao lép/ nhdm

Dé bat dau mot 16p hoc truc tuyén giang vién tién hanh tao cac 16p hoc, thém sinh vién

vao trong lép hoc d6 bang céach click vao biéu tugng Nhém sau d6 chon Tham gia hoic tao

nhom.

Tim ki€m hoic gd I€nh

Nhém

Mhém caa ban

Click vao biéu tuwong

Nhém
2

Chon Tham gia
hodc tao nhédm d&
tao mot 1op hoc
truc tuyén

10



Hudng dan sir dung Microsoft Teams

Tai ctia s6 man hinh Tham gia hoic tao nhém Chon Tao nhom.

= Tim kiém hodc gé |&nh @ = O

wen

HOI SINH VIEN UFM
Céng khai

Tim kiém nhom

Tham gia nhém bang ma
Nhap ma

Nhén ma dé tham gia nhém? Nhidp ma

vao phin phia trén,

THU VIEN TRUGNG DAI HOC ..
Cong khai

Chon Lép hoc.

Chon loai nhém

-

1.,

[

Lép hoc

{t
£

Nhén vién

Thao luén, du an nhom, bai tap

Quan tri va phét trién trudng hoc

i

1 C

Cong ddng hoc tap
chuyén nghiép (PLC)

Nhém lam viéc cda gidng
vién

s

Khéc
C3u lac bd, nhém nghién clu,
hoat déng sau gi& hoc

11
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Tiép theo giang vién dit tén cho 16p hoc truc tuyén cua minh & muc Tén va nhan vao
nat Tiép theo dé hoan tat viéc tao L6p hoc.

Tao nhém cua ban

Gido vién |3 chii s& hifu cia nhém I6p hoc va hoc vién tham gia vdi tu cich 13 thanh vign. Méi nhém
16p hoc cho phép ban tao cac bai tap. bai ki€m tra, ghi lai y ki€n phan hdi clia hoc vién va cung cip
cho hoc vién khéng gian riéng tu d& ghi chd trong 58 tay Idp hoc.

Ten

Lép Hoc Truc Tuy&n Anh Van @ 1

Mb ta (tdy chon)

Sau khi mét 16p hoc tryc tuyén duogc tao, man hinh thém cac sinh vién xuét hién, giang

vién tién hanh thém cac sinh vién vao Iép hoc truc tuyén cua minh.

Thém ngw®i vao "Lé'p Hoc Trwe Tuyén Anh Van®

Hocwién  Gido vién
—

Tim kiém hoc vién

BAt d3u nhap tén d€ lua chon nhém, danh sach phan phdi hay ngudi tai triding hoc cia ban.

Mbi sinh vién c6 tai khoan Office 365 sau khi di diing nhap thanh cong vao tng dung
Microsoft Teams déu s& xuat hién trong danh séch goi y cho viéc thém sinh vién vao cac 16p

hoc truc tuyén.

12
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Dua theo danh sach sinh vién trong I6p giang vién nhap tén sinh vién trong khung tim
kiém hoc vién, mot danh sach tu dong cac sinh vién s& xuét hién cung véi ma sé sinh vién
ctia minh, dya vao ma s6 sinh vién d6 giang vién chon chinh xac sinh vién dé thém vao 16p

hoc cua minh.

Thém thanh vién vao Lép Hoc Truc Tuyén Anh Van

Hoc vién Gido vién

i =

Tran Thi Thu Trinh

ULl (1821005997) Sinh Vién
TA Tran Thi Mai Anh
(1821003169) Sinh Vién
™ Trugng Thi Quynh MNga
(1821002190) Sinh Vién
T Trucng Thi Thu Thiy
(TRUQMNGTHUY) Can Su
™ Tran ThE Nam Béng

(TRANTHEMNAM) Giang Vigén

Giang vién chon sinh vién can thém vao Iép hoc va nhan vao nat thém (Hinh 2.10)

Thém thanh vién vao Lép Hoc Truc Tuyén Anh Van

Hocvién  Gido vién

1T Tran Thi Thu Trinh x m

Pong

13
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Hoan tat viéc thém sinh vién vao 16p hoc truc tuyén, trong tu giang vién c6 thé thém

cac sinh vién khac vao 16p hoc ciia minh cho phu hap véi danh sach 1op.

Thém thanh vién vao Lép Hoc Truc Tuyén Anh Van

Hocvién  Gido vién

Tim ki€m hoc vién

Tran Thi Thu Trinh
TT (1821005997) Sinh Vién i
T Tran Van Tinh %

TRANVANTINH

sau khi d3 thém day dad sinh vién

vao 16p hoc click vao nit Béng $ Bong
d& hoan tat viéc thém sinh vién

vao lép hoc

Luu y: khi mét sinh vién dwoc thém vao 16p hoc triec tuyén thi sinh vién dé sé nhdn

droc mgt théng bao bang email da diroc thém vao mét 16p hoc tryc tuyén.

Trong qua trinh thém sinh vién vao 16p hoc néu c6 thém nham sinh vién thi giang vién
cung cd thé xoa sinh vién d6 ra khoi 16p hoc bang cach click vao dau X phia goc phai man

hinh thém sinh vién vao I6p hoc.

Thém thanh vién vao Lép Hoc Truc Tuyén Anh Vin

Hocvién  Gido vién

Tim ki€m hoc vién

Tran Thi Thu Trinh x
{1821005997) Sinh Vién
T £z
click vao dau X d& xéa Niit xa Tran Thi Thu Trinh

sinh vién ngay trong qua
trinh thém vao lop hoc

14
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Ngoai ra giang vién cang c6 thé xda sinh vién ra khoi 1ép hoc bang céch sau :

Nhém

+ Nhom clia ban

Nhom tim hiéu cac thi trong

L&p Hoc Tryc Tuyén Anh Van ting anh

Tai man hinh @ng dung Microsoft Teams click vao nhém, chon 16p hoc can xda sinh

vién. Sau d6 click vao dau « .. rdi chon Xem nhém

¢ Tatcicicnhém @ Chung Biidng Tép ClassNotebook Baitdp Grades Ghichicudchop +
click vao dau ...
(hay con goi la R

‘ d&u thém tiy [l Cudc hop da két thuc: 13 phut 42 gidy

chon) 1 o T i

L6p Hoc Tryc Tuyén Anh Van - .5 Cubc hop di Kt thic: 2 phit 33 gidy

Chung {3 Xem nhom chon Xem nhom

Anh Vin Giao Tiép 2 & Thém kénh Ngdy 04 théng 03 ném 2020

Tim higu vé cic thi trong tiéng anh Thém thanh vién I x6a Tran Van Tinh khdi nhém.

ot
=
_ Ngay 06 thang 03 nam 2020
& Rdi khdi nhém
1& thém Tran Thi Nhu Phuang vao nhom.
J

Chinh sz nhom {3 thém Truong Thi Minh Ha vio nhém,

@ Nhan lién két dén nhom  f3 thém Tran Van Tinh vao nhém.

) Quanljthé 18 x6a Truong Thi Minh Ha khdi nhém.
18 x6a Tran Thi Nhu Phudng khoi nhém.

@ Xéanhom {3 x6a Trén Vin Tinh khdi nhém,

o

Click vao muc thanh vién va khach dé hién thi tit ca céc sinh vién cé trong 16p hoc.

15



Hudng dan sir dung Microsoft Teams

< Tat cd cdc nhom . L‘jp HOC Trl_fc Tuyé'n Anh Van -

Lép Hoc Truc Tuyé&n Anh Van

Thanhvién Yéu cdudangchdxly Kénh Caidit Phan tich Ungdung

Lép Hoc Truc Tuyén Anh Van - Tim ki€m thanh vién Q
Chung Chi 58 hitu (1)
Anh Van Giao Tiép 2 Tén Chirc danh Dia diém The (D

Tim hiéu v& céc thi trong tiéng anh

VOQ Vudng Cdm Qué

click vao muc thanh
A Thanh vién va khach (4)
vién va khach

Thanh vién va khach

Click vao dau X dé x6a sinh vién ra khoi 16p hoc

. Lép Hoc Truc Tuyén Anh Van - © Nhom
L&p Hoc Truc Tuyén Anh Van
Thanhvién Yéuciudangchdxily Kénh Caidit Phantich Ungdung
Tim kiém thanh vién Q g Thém thanh vién
Chui s& hitu(1)
Tén Chirc danh Dia digm Thé @ Vai trd
VQQ Vuong Cam Qué Chu s6 hitu ~v
Thanh vién va khéch (4) click vao dau X
2 - - -
Ten Chic danh The @ (] Tét tigng hoc vizn de R&Sﬁé"“h HE
ra khoi lép hoc
TT_ Tran Thi Thu Trinh  Sinh Vién g O Thanhvién v X
P pmi03 ] Thanhvién v X
LA L& Thi Hugng Anh O Thanhvién v X
TT  Tran Van Tinh O Thanhvién ~ X

16
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3.2 Tao nhom nho trong lép

Kénh (Channel): 13 noi dé trao ddi giira c4c sinh vién trong 16p hoc truc tuyén vé mot
chu dé cu thé nao d6 ma gido vién tao ra.

Dé tao mot kénh trong mot 16p hoc truc tuyén (vi du: Lép hoc truc tuyén Anh vin).
Giang vién click vao biéu trgng Thém tuy chon (biéu tuong c6 dau ...). Ctra s6 thém tly
chon hién ra, Click vao Thém kénh (Add channel) dé tao ra mot kénh méi cho 16p hoc truc

tuyén.

Tim kiém hoic gé lénh

< T4t ca cdc nhom Chung Baiding Tép Class Notebook Baitap Grades —+

Click Vao bay

Lé&p Hoc Tripe Tuyén Anh Van -

Chao mirng ban dén v&i Lép Hoc Trwe Tuyén Anh Vian

Chung {28 Xem nhém Chon ngi ban mudn bat dau
B Them wenn =] Chon Thém kénh
& Thém thanh vién
€%, R&i khdi nhém . 11 |
------ £ Chinh sita nhém 3 f ] :
@ MNhan lién k&t dén nhom d /
) Quan Iy thé
Tai 1én tai liéu I1&p hoc Thiét Idp 56 tay I&p hoc
[ X6anhém

Tai man hinh tao kénh, giang vién dat Tén Kénh cho l6p hoc

Tao kénh cho nhédm "Lép Hoc Trige Tuyén Anh Van"
Tén kénh

Anh Van Giao Tiép 2 ]

MG ta (thy chon)

Giup nhifng ngudi khac tim thdy ddng kénh bing cach cung cdp mo ta

Quyén riéng tu

Tiéu chuidn - Hién thi vd&i t8t cd moi ngui trong nhém ~ )

Tu ddng hig€n thi kénh nay trong danh sach kénh cda moi ngudi

Hay m

17
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< Tét cd cac nhom BN Anh V3n G... Baiding Tep Ghichu + ® Nhom  +++

Lép Hoc Trwe Tuyén A... -

S
\

Anh Van Giao Tiép 2

Bét dAu cudc hdi thoai mdi. Nhip @ dé€ d& cap dén mot ngudi nao da.

b ¢ © @M B o @ o B

Hoan tat viéc tao kénh Anh Vin Giao Tiép 2
3.3 Tao mét budi hoc truc tuyén

Lueu ¥y : Mdy tinh phdi ¢6 camera hogc whcam va micro dé giang.
Dé khai tao mot budi hoc truc tuyén cho mét 16p hoc cu thé giang vién click vao biéu
tugng Nhom rdi chon 16p hoc can giang.

Tim ki€m hodc g& |énh @ = O

53 &8" Tham gia hodc tao nhom

Nhém

L&p Hoc Truc Tuyén Anh Van

Tai ctra 6 Bai diing giang vién click chon vao biéu tuong camera phia duéi man hinh

ung dung.

18



Hudng dan sir dung Microsoft Teams

@ MNham

Thiét I3p s tay 1&p hoc

g
= %85  Vwong CAm Qué d3 thay déi mé ta nhom.
E £ Virong Cim Qué d& thém Tran Van Tinh vao nhém.
33i tip g Virong Cam Qué &3 thém L& Thi Hwong Anh vao nhom.
L& Thi Hwong Anh 09:4°
LA
vdhfhfhghgh
< T lgi

B&t dau cudc hoi thoai mdi. Nhap @ dé dé cap dén moét ngudi nao dé.

b ¢ OB D e =] &

@ Nhom

Hop ngay

W< Bat / (4 Lén lich cudc hop

Man hinh hién thi hinh anh Iép hoc

19



Huéng dan sir dung Microsoft Teams

Tim ki€ém hoic gé lénh @ = O X

Moi ngwoi X
Mdi ngudi nao dé @

Hién dang tham gia cuéc hop nay (1)

VQ. YL»:?ngNC'anlw.Que P

D& xuét (2)
TT_ Tran Van Tinh
[ ]

LA Lé Thi Huang Anh

Giang vién co thé an hozc hién nhiing sinh vién dang tham gia Iop hoc truc tuyén
bang céch click vao biéu twong An, Hién ngudi tham gia 16p hoc.

Tim ki€m hoc g6 lénh @ — O

Moi ngudi X
Mai ngusi nao dé @

Hién dang tham gia cuéc hop nay (1)

Vg, Vuons Cin Que

PE xudt (3)

M@&i moi ngudi tham gia... P pmi03

\!} m e a

LA L& Thi Huong Anh

TT  Trdn Van Tinh

Budi hoc truc tuyén bat dau, giang vién giao tiép véi cac sinh vién trong 16p thong
qua webcam, micro va chirc nang tro chuyén trong I6p hoc.

20
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Tim ki€m ho&c gé Iénh O

Tré chuyén trong cudc hop %

M&i moi ngudi tham gia...

& @ e 8

Trao ddi trong Idp hoc

¢ O BB S . B

Trong budi hoc tric tuyén giang vién cé thé trinh chiéu Slide bai giang trén ¢ng dung
Microsoft Teams bang céach click vao nit Chia sé sau d6 chon nat Duyét dé tai slide bai

giang Ién man hinh.
Tim kiém hoac g6 lénh @ = O X

Moi ngwoi X

MG&i ngudi nao do @
Hién dang tham gia cuéc hop nay (1)

Vuong Cdm Qué o

vo, yuona Cam Q 2

Bao gébm 4m thanh hé thén:
g g

Dé xudt (2)

Man hinh Cira s6 PowerPoint Duyét B:

TT_ Tran Van Tinh

.
' a LA Lé Thi Huong Anh
Ty =

Man hinh #1 Microsoft Teams Cii D3t SmartClass+ f4.. M|

Hinh 2.26
Man hinh vira giang bai truc tuyén vira trinh chiéu slide bai giang cho sinh vién trong

l6p hoc.

21



Huéng dan sir dung Microsoft Teams

Tim ki€m hodc gé Iénh

Moi ngwoi

Mdi ngudi naoc do @

LGP HOC ANH Hién dang tham gia cuéc hop nay (1)
VAN TRIFC s

P Vugng Cam Q
TUYEN Yo Nawitsanie ¥

DB xudt (2)

Dimg trinh bay TT  Tran Van Tinh

TR A T —

T - LA Lé Thi Hudng Anh

Ngoai ra trong qué trinh hoc giang vién c6 thé ghi lai bai giang cua minh bang cach
click vao nit Thém hanh déng (nGt c6 dau ...) rdi chon Bat dau ghi.

Tim kiém hodc g6 1&nh @ - O

£33 Hién thi cai dt thiét bi

Bl Hién thi ghi chi cuéic hop Moi ngudi X
Méi ngudi nao dé @
T Chuyén sang ché dé toan man hinh
Hién dang tham gia cudc hop nay (2)
E] Hién thi cubc hdi thoai ) ¢ ¢ dchop nay (2
o 7 Vudng Cm Qué
28 An ngudi tham gia va ngf ah_QLle
hi Iai. Ngudi t6 chic
i Ban phim i\ P. pm103 e

B4t du ghi _
J 3 PR wuit 3)

(4 Tétvideo dén
TT  Trin Thi Thu Trinh
LA L& Thi Hugng Anh

1T Tran VanTinh

m hanh déng (dau ... )

22



Huéng dan sir dung Microsoft Teams

Man hinh thé hién qua trinh ghi lai bai giang

Tim ki€m hoac gé l1énh @ = O

A Ban dang ghi Hiy thdng bao vdi moi ngudi ring ban dang ghi. Chinh s4ch v& quyén riéng tu Bo

Moi ngudi

Mdi ngudi nao dé @
LOP HOC

VAN TRUC
TUYEN vg Yuong Cim Qué

® Ngudi td chic

Hién dang tham gia cuéc hop nay (2)

P pm103 Ef

Vuong Cdm Qué d3 bat diu ghi dm Diing trinh bay
— e\ ] D& xuat (3)

W i
" 01:31
"'g R a 4 @ T Trin Thi Thu Trinh

LA L& Thi Huang Anh

TT  Tran Van Tinh

Pé két thdc ghi hinh budi hoc, giang vién click vao dau ... (tic 1 click vao nat

thém hanh dong) roi chon Dirng ghi
& Tim ki€m ho#c g& lénh @ = O

A Ban dang ghi Hay théng bso vai m & Hién thi cai dit thigt bi h séich v quy&n riéng B&
Bl Hién thi ghi chti cubc hop

Moi ngu'si
I Chuyén sang ché d6 toan man hinh

=] Hién thi cubc hbi thoai Méi ngudi ndo do @
2 An ngudi tham gia Hién dang tham gia cudc hop nay (2)

# panphim  chon Dirng ghi [RVREREGICR ISt

® Ngudi té chic

(O Ditng ghi
P pm103 p2s

= D& xuat (3)

) eee -~
¢ T Tran Thi Thu Trinh

LA Lé Thi Hudng Anh

3 4 2 TT_ Tran Van Tinh
click vao dau ...

M6t man hinh théng béo xac nhan ban cé muén dirng ghi lai budi hoc hay khong,

chon Dirng ghi dé két thdc ghi hinh budi hoc tryc tuyén




Huéng dan sir dung Microsoft Teams

Ban muén ding ghi?

N&u ban difng, qué trinh ghi s& két thic tai thdi diém
nay.

Sau khi ding ghi hinh thi budi hoc truc tuyén van tiép tuc va khdng ghi lai hinh anh.

Pé két thic budi hoc truc tuyén giang vién click vao nit Gac may

Tim ki€m hodc & @ = O

A Dang luu ban ghi 3m Sau khi dudc xif Iy va luu trong Microsoft Stream. ban ghi... Tim hiéu thém Bo

Moi ngudi

M&i ngudi nao do @

LGP HOC ANH

Hién dang tham gia cudc hop nay (2)

VAN TRUC
TUYEN vo Vueng Cim Qué
@ Ngudi td chic
P pm103 P

DE xust (3)

TT  Tran Thi Thu Trinh

LA Lé Thi Huong Anh

TT_ Tran Van Tinh

Sau khi két thuc budi hoc thi file ghi hinh budi hoc truc tuyén ma giang vién da ghi

lai s& xuat hién ngay trén man hinh Tab Bai ding
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Huéng dan sir dung Microsoft Teams

Chun Tép Class Notebook Baitdp Grades 1tabkhic~ @ Nhém
9

Cudc hop

Dugc ghi &m bdi: Vrong Cim Q..

Cudc hop
Durge ghi &m bdi: Vuong Cam Q...

budi hoc

e Tl
truc tuyén

Bat d&u cudc hdi thoai mdi. Nhap @ d€ dé cap dén mét ngudi ndo dé.

Ay @ @ M B G > Q e .

Pé xem lai file ghi hinh bai giang ciia minh, giang vién cd thé click tryc tiép vao bai

giang hoac click vao dau ... sau d6 chon Mé trong Microsoft Stream

Tim kigm hodc gé lénh

(7] chung Baiding Tép Class Notehnnl R3itin fIradac  1tahlhécw - & Nhém
* M4 trong Microsoft Stream @
< Chiasé

Cudc
Budct L&y lién k&t

a5 "N
i O phat 42 gidy [4 D3t muc nay thanh tab

< Té 13 (@ Tim higu thém

A\ Béo cdo sucd
Cubc hop da két thuc: 4 phut 2¢ P va

Cudc hop
B ghi am bdi: Vudng Car

.
i 2 phut 18 gidy

¢ Trd lai

Bat ddu cudc hdi thoai mdi. Nhap @ d€ d& cap dén mét ngudi nao do.

A @ @ W B d > g e -

Luu Y: Microsoft Stream 1a mot dich vu video doanh nghiép, noi moi ngudi trong
t6 chic ciia ban ¢ thé tai 1én, quan 1y ngudi xem noi dung video ciia minh va xac dinh do
chia sé rong réi trong to chirc caia ban. N6i cach khac Microsoft Stream 12 mét dich vu chia

sé video trong ndi bo giéng nhu 13 Youtube nhung Microsoft Stream chi chia sé trong noi
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Huéng dan sir dung Microsoft Teams

bo mot tén mién ma théi (vi du nhu 1a chia sé video trong ndi b trudng Pai hoc tai chinh

marketing véi ten mién ndi bo 1a .ufm.edu.vn)

Néu chon Mé trong Microsoft Stream & bén trén thi mot man hinh diang nhap vao
dich vu microsoft stream s& xuat hién va y&u cau giang vién phai nhap tai khoan, mat khau
cua minh vao (tai khoan Office 365)

BB Dangnhéptiikhodnciaban X 4

é # login.microsoftonline.com/common/oauth2/authorize?

d=cf53fce8-def6-daeb-8d30-b.. ¥ €@

B® Microsoft
bang nhap

vuongcamque@ufm.edu.vn

Ban khéng truy cap dugc vao tai khoan?

Déng nhap bang khoa bdo mat (2)

Tiép theo

Digukhodn sirdung  Quy®n riéng tu & cookie - -+

o ¢ = (m] X
B Dang nhap taikhodncdaben X = +

o

-
H
<« C @ login.microsoftonline.com/common/oauth2/authorize?client id=cf53fce8-def6-4aeb-8.. o v @

B2 Microsoft
€ vuongcamque@ufm.edu.vn

Nhap mat khau

Déng nhdp

Digukhodn sirdung  Quyén riéng tu & cookie - - -

Hoac giang vién cang c6 thé dang nhap truc tiép vao kénh video Microsoft Stream

ctia minh bang céach gé dia chi: https://web.microsoftstream.com/ , mét man hinh yéu cau

dang nhap vao dich vu Microsoft Stream cung sé xuat hién
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Hudng dan sir dung Microsoft Teams

Sau khi dang nhap vao Microsoft Stream giang vién xem lai video bai giang caa minh
va cung xem dugc video bai giang cua cac giang vién khac trong cung trueong da luu lai trén
microsoft stream

— O X
W Duyétvideo | Microsoft Stream X +

& C 8 webmicrosoftstream.com/browse T B

= O Timkiém

Video

video name
13¢ 09 001 25/02/2020 e

Cudc hop trong "Chung”
0® 09 003 14/03/2020 0

Cudc hop trong "Chung”
0® 0Q 001 14/03/2020 e
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Hudng dan sir dung Microsoft Teams

Giang vién c6 thé Tai xuéng video, X6a hoac Thay thé video ... ma minh quan ly

* Xem 'Cugc hop trong “Chung™ | X +

< C & web.microsoftstream.com/video/e7f004c0-2e93-45fd-97d7-db2a00c8fe62 w = e

{ Trangchi [e1 Khamphi ~ [E Noidungciatdi v~ — Tao~ 2 Timkiém ©

B AL 1\

@ Nhém/kénh d3 lién két

C1 Thém vao nhém/kénh
Q) Cap nhat chi tiét v& video

= CAt tia video

T Thaythé videoﬂ
] oo e
firong CAm Qué Gigihan 20 0
i Téi xudng video
4 =1 Q@ 5@:3 W
0Binh lugn Xem thém tir cac video thinh hanh
@ Péng mot binh ludn mdi KTTC1-ST3
88 luat xem
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Huéng dan sir dung Microsoft Teams

Giang vién ciing c6 thé tao mot Bang trang dé viét nhu viét bang trén 16p bang céch

click vao nit Chia sé roi chon tng dung Bang tring.

Tim ki€m hodc gé lénh @ — O

Moi ngwi %

Md&i ngudi ndo do @

B e B & = 0 ANH

“ : - Hién dang tham gia cuéc hop nay (1)
PAY NN 7)) VAN TRUC
A‘-. DS k ~ : Vugng Cim Qué

va
@ NMNgudi td chic

[C] Bao gdm &m thanh hé théng
BE xuit (2)

Man hinh Cira s0 PowerPoint Duyét Bdng tring )
TT_ Tran Van Tinh

.
H = “ E. E LA L& Thi Huong Anh
F . b . - .
S
Man hinh £1 Microsoft Teams Cai Dt SmarlClass+_#...  Microsoft Whiteboard _ 2

Microsoft Whiteboard .
Chon trng dung
7] Bang tring

Man hinh hién thi Bang trang

Tim kiém hoZc gé lénh

Moi nguori

_— M&i ngudi nao dé @

Hién dang tham gia cudc hop nay (1)

H\(\ Vo, Vuong Cém Qué E
@ Ngudi td chirc
D& xudt (2)

LA L& Thi Huong Anh

29:58

Man hinh thé hién mot sé chirc niang trong qua trinh hoc truc tuyén
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Huéng dan sir dung Microsoft Teams

Tim kiém hoic gé lénh @ — O

Moi nguei X

@

M1 ngudi nac dé

Hién dang tham gia cuéc hop nay (1)

Vudng C3m Qué

va
® Ngudi td chirc
BE xudt (3)
Mai moi ngudi tham gia... b pmi03
& [ e F LA L& Thi Huong Anh

TT  Tran Van Tinh

Dé chuan bi cho mot budi hoc truc tuyén vao mot thoi gian cu thé giang vién chon

chtre nang Lén lich cudc hep dé céc sinh vién chuan bi trude cho budi hoc (Hinh 2.42)

4 Tim kiém hodc g6 lénh

Chung Baidang Tép Class Notebook Baitap Grades -+ ® Nhém

***** Chét lugng cudc goi thé nao?

Lép Hoc True Tuyén A... - Ban mu6n thém cha de?

Chung

Anh Van Giao Tiép 2

W Bdt / T
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Hudng dan sir dung Microsoft Teams

Man hinh chi tiét viéc I&n lich mot budi hoc truc tuyén, sau khi d dién day du tiéu dé
cho budi hoc giang vién s& chon thai gian cu thé cho budi hoc sau d6 click vao nut Lén lich

dé hoan tat lich hoc truc tuyén cho 16p.

Cudc hop m&i
Tiéu d& * Chon kénh &€ hop trong d6

Budi Hoc Anh Van Giao Tiép 3 L&p Hoc Truc Tuy&n Anh Van / Chung

witri Md&i moi ngudi

Hoc Truc Tuyén "\Aﬁi ngudi nao dé

Bit diu Kt thic Ngusi 18 chirc

03-03-2020 03-03-2020 5: Virgng Cim Qué
va

vuongeamque@ufm.eduvn

Chi tiét
B I Q % l‘E" ﬁ A Boan vin v

Nhap chi tiét cho cudc hop mdi nay

Biy 1 mét cusc hop tnic tuyén Microsoft Teams. Tét ¢
moi ngudi cd the tham gia truc tuyén,

= Tim kigm hoic g8 lénh
< T4t ca cdc nhdm Chung Baidang Tép Class Notebook Baitdp 2 tabkhic~ + @ Nhom
LH [} Cubc hop @i két thic: 8 phut 1 gidy va

&« Tra &
Lop Hoc Trwe Tuyén A... - S Cubc hop da két thue: 42 phat 37 gidy v
Chung & Tralsi

L -

Anh Van Giao Tigp 2

Virong Cim Qué 14337

va :

B3 1én lich cuéc hop

u Buéi Hoc Anh Vin Giao Tiép 3

Thi Ba, ngay 03 théng 3 nim 2020 @ 13:00

& Wk M&t budi hoc trurc tuyén
da dworc lén lich trwdc
Bit diu cuéc héi thoai mdi. Nhap € d& cap dén mét ngudi nao dé.
Ay ¢ © @ B > g e B

3.4 Tai tai liéu Ién lop hoc
Dé tai (upload) tai liéu Ién 16p hoc truc tuyén giang vién Click vao Tab Tép rdi chon

Tai [én (hoac tai Tab Bai dang chon Tai tai liéu 1én 16p hoc)
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Hudng dan sir dung Microsoft Teams

Tim kiém hoac gé lénh

‘.' < Tatca cac nhom @ Chung Baiding Class Notebook Baitap Grades Ghichdcudch. @D +
T e . -+ Md&i ~ T Tailén 2 Ddngbé @ Saochéplién k&t 1 Taixudng
w
Mhém R General
Lép Hoc Trwe Tuyén Anh Van chon t&i 1&n d& gi file
Q 1&n I&p hoc trge tuyén )
M Ténw Dastaddi | ~ Mgurisi Sita d8i -
Chung
E Anh Van Giao Tiép 2 = Class Materials Vugng Cam Qué

Chon tai liéu can tai 1&n rdi click vao nit Open

1
3 ] Chung Bisiding Tép Class Notehook Baitip Grades 1tabkhic Ot ¢
sl + Méi v F Tiilen 5 Dongbé @ Saochépliénkét - = TatcaTailieu v
. @
w i Open X
Nhém General
&« « & W ThisPC » Desktop » v @  Search Desktop P
E j Organize *  New folder B~ [ o
A - A
L - 7 Quick access B
B Desktop M§ 5
;Downloads + Type: WinRAR archive
. : ) Size: 116 MB
Documents # Huang Dan Sir Learn English via | Date modified: 3/2/2020 3:19 AM
[ Pictures ~ # Dung Microsoft Listening Level 1
* Teams
gﬁf Baitap anhvan v v
FilenamE:‘Learn English via Listening Level 1 V‘ All Files (%) ¥

chon tai liéu can ti [én
" réi nhan nit Open
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Hudng dan sir dung Microsoft Teams

Hoan thanh viéc tai tai liéu 1én I6p hoc

= Tim kiém hoic gb lénh @ — O

. Chung Baiding Tép Class Notebook Baitdp Grades 1tabkhic ()

General

D43 tdi 1 muc l1én General
1 Tén~ 1,74 MB

Class Materials
1,74 MB

sl
== " Learn English via Listening Level T.rar

v T "

+ Mé&i v T Téilén I3 Ddngbd - = TatcdTailidu v

Learn English via List...

Tim ki€m hodc gd lénh

Tai xudng
@ Sao chép lién két 4+ Taixudng Aoa

Ghim |&én d3u
General 05 tén

. . M trong SharePoint
Tén ~

Di chuyén
Class Materials
Sao chép

.
@ t= T Learn English via Listening Level 1.rar  +-+  Xem thém >

@ Chung Baiding Tép Class Notebook Bai tafEElR= S AT + 7

a Tai lieu ~

Sira ddi -
3 C8m Qué

) C8m Qué




Huéng dan sir dung Microsoft Teams

3.5 Giao bai tap cho sinh vién
Dé giao bai tap cho sinh vién giang vién click vao tab Bai tap (Assignments) sau do

chon Create

Tim ki€m hoac gé |1énh

@ Chung Baidsng Tép Class Notebook Baitdp Grades 1tabkhac @ ~ + w

Upcoming "7
|
i

Don't you just love a blank slate?
Create your first assignment here.

Khi chon Create mét cira s6 nhé xuat hién ¢ 3 phan 14

v' Assignment: ty tao mot bai mai.
v' Quiz: tao bai tap trac nghiém (sir dung &tng dung Microsoft Forms).

v' From existing: tao tir 1 bai c6 san.

Chon Assignment (tao mét bai tap mai)

Tim ki€m hodc g& 1&énh

@ Chung Baidang Tép Class Notebook Baitdp Grades 1tabkhic B ~ + e

Upcoming v

Assignment-<:l

Quiz === ] Don't you just love a blank slate?

: - Create your first assignment here.
rom ems‘tlng-:i‘_:.:
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Huéng dan sir dung Microsoft Teams

v’ Title: tiéu dé bai tap.

v/ Add resources: thém nguén (dinh kém file bai tap c6 san).

v Instructions: chi dan (huéng dan sinh vién cach 1am bai, ghi chi ...).

v Points: s6 diém (s diém danh cho bai tap nay 1a bao nhiéu).

v/ Add rubric: tao mét thang diém.

v' Assign to: giao cho ai (giao cho tat ca sinh vién hay nhiing sinh vién cu thé).

v’ Date due: ngay nop bai.

v Time due: gio ndp bai.

@ Chung Biiding Tép Class Notebook Baitdp Grades 1tab khc o + e 0

New assignment Discard Save
Title

Enter title (required)
<7 Add category
Instructions

Enter instructions
¢ Add resources
Points

Mo points
@ Add rubric

Assign to

All students =t

Date due Time due

@

Tue, Mar 3, 2020 &) 11:59 PM

Assignment will post immediately with late turn-ins allowed. Edit
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Hudng dan sir dung Microsoft Teams

Dién tiéu dé cho bai tap roi dinh kém file bai tap bang cach click vao nat Add

resources

Tim ki€m hodc gé lénh

@ Chung Bisidang Tép Class Notebook Baitdp Grades 1tabkhic @) v P ]

New assignment Saved: Mar 2, 1:09 AM Discard Save

Title
Bai tap anh van 1

&) Add category

Instructions
phan huéng dan ...
@ Add resources @ dinh kém file
2t an s &
bai tip cd san
Points
10
8 Add rubric
Assign to

All students

(g

Date due Time due
Mon, Mar 9, 2020 i 430 PM @©

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

M6t man hinh upload file xuat hién

. X

i Class Notebook v El Name Modified
@ Link
o Dir Lieu Sep 5, 2018
+ New File
Phan Mem Jul 12, 2019
O MakeCode
dinh kem file bai tap 56 ghi chép 15,2018

s O -
c6 san trong OneDrive

&3 Teams Tai Lieu Jul 12, 2019
:: TechSmith.5naglt.2019.0.1.B...Jul 12, 2018
Thue Hai Quan Jul 12, 2019
o 1.docx Jul 12,2019

hodc dinh kém file bai tap )
. @ L. @ AccessDatabaseEngine_x64... Jul 19, 2018

c6 san trong may tinh

[<H Bdo Cdo Quy 3 Quan 9.docx Sep 23,2019
o Cach st dung SmartClass+ ... Jun 20, 2019

@ Upload from this device Cancel




Hudng dan sir dung Microsoft Teams

Chon file bai tap can dinh kém sau d6 click Open

. X
il Class Notebook v ﬂ Name Modified
@ Link
Dif Ligu Sep s, 2018
-+ MNew File
Phan Mem Jul 12, 2019
O MakeCode
i Open X
g5 Teams ™ <« Dulieu( » Baitdpanhvin v | O Search Bai tdp anh van o
Organize = MNew folder == ~ [H o
B videos (A MName Date modified Type
& Window 10(C:) @ Cloze practice 2 Microsoft]
o= VMWare Server : @ Cloze practice 3 Microsof]
= CD Nhac (E) @ Cloze practice 4 T Microsoft]
= CEH(F) @ Cloze practice with key 2/26/2009 8:40 AM Microsoft]
DU L) @ Cloze pratice 1 2/17/2009 7:52 PM Microsoft]
@ oennaonn Y€ »
File name: |CIozEpraticET V‘ ‘AIIFH& ** V|
chon file bai tap l_: = Open | | Concel
—————————candinh-kém-sau
] Upload from this device dé click Open Cancel

Click vao nat Done sau khi upload file két thic

Upload from this device

@ Cloze pratice 1.doc

Uploaded

Upload file hoan tat
chon Done d& két

Cancel “
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Huéng dan sir dung Microsoft Teams

Man hinh hién thi hoan tat viéc tao bai tap méi

@ Chung Baidang Tép Class Notebook Baitdp Grades 1tabkhic @B ~ + e

New assignment Saved: Mar 2, 1:09 AM Discard Save

J Add category
gory

Instructions

ph3an hudng dan ...

& Cloze pratice 1.doc

Students edit their own copy
(7 Add resources
Points
10

8 Add rubric w7 ——"7] tao thang diém

Assign to

at

All students =

Date due Time due

€]

Mon, Mar 9, 2020 E=] 4:30 PM

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

Ngoai ra giang vién con cé thé tao thang diém (thang danh gia) cho bai tap bang céch

click vao nut Add rubric, mét man hinh tao thang diém s& xuét hién, cé 2 tiy chon d6 la:

Upload rubric: upload thang diém c6 san (néu nhu giang vién di c6 san mot thang

diém).

New rubric: tao mot thang diém méi.

Choose a rubric =] Upload rubric —+ New rubric

>
L. ﬁ
& tao mdt thang
= — digm m&i
o —

upload thang
dié€m c6 sén

Mo rubrics available

Cancel

38



Hudng dan sir dung Microsoft Teams

Chon New rubric rdi dién thang diém danh gia phu hop, sau d6 chon Attach dé hoan

thanh viéc tao thang diém cho bai tap.

New rubric

Title

Thang diém vé ...

Description

Enter description

~" Points O No

Grading criteria

Excellent Good Fair

Can ce' m

Sau cling chon Assign dé hoan tat viéc giao bai tap cho sinh vién

@ Chung Biidang Tép Class Notebook Baitdp Grades 1tabkhic @@ ~ + P

New assignment Saved: Mar 2, 1:42 AM Discard Save

Title

Bai tdp anh van 1

) Add category

Instructions
phin huéng dan ...
Cloze ice 1.
& pratice 1.doc
Students edit their own copy

7 Add resources

Points
100 g Thang didm va .. X
Assign to
All students o
Date due Time due
Mon, Mar 9, 2020 5 430 PM O]

Assignment will post immediately with late turn-ins allowed. Edit
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Huéng dan sir dung Microsoft Teams

Man hinh hoan tat viéc giao bai tap cho sinh vién

B Chung Baidang Tép Class Notebook Baitdp Grades 1tabkhac (B ~

Upcoming
> Drafts
s Assigned (1)

Baitdp anh van 1
Due March 8, 2020 4:30 PM

> Graded

-+ O

Tuong tu giang Vién tao bai tap trac nghiém va giao bai tap cho sinh vién trong Iop

bang cach chon Create = Quiz (dé tao dugc bai tap tric nghiém giang vién can phai biét sir

dung trng dung Microsoft Forms)

= Tim ki€m hodc gé I&nh @ - ]

B Chung Baiding Té&p Class Notebook Baitip Grades 1tabkhac Q& ~ —+

Upcoming v

‘ i
v 5
Assignment

Quiz =21 chon Quiz 5 .p you just love a blank slate?

: ) Create your first assignment here.
rom existing

Add the quizzes you create in Microsoft Forms to your
assignment.

Q

Search

Choose a Form: + MNew Form

Mo Forms available

Cancel
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