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1. MUC PiCH

— Huodng din cach thic giao dé thi cua giang vién va cac don vi lién quan (nguoi
dung) trén Microsoft Teams cho sinh vién, hoc vién déi véi cac hinh thirc tiéu
luan, bai tap 16n, bai tdp nhom, bai thu hoach, do an,...;

— Hudng dan cach thitc ndp bai cua sinh vién, hoc vién trén Microsoft Teams vdi
hinh thire thi (tiéu luan, bai tip 16n, bai tap nhom, bai thu hoach, dd 4n,...) bang
cach ndp cac tap tin ¢ dinh dang MS.Word hoac MS.Excel, tip tin anh,
videos,... tuy theo quy dinh cua tirng moén thi;

— Hudng dan cach thic lwu bai thi va déng bo dir liéu trén MS.Teams va
OneDrive;

— Hudng dan cach xuét tap tin tir dinh dang MS.Word, MS.Excel,... sang dinh
dang .pdf;

Luuy: Néu giang vién, vién chuec, sinh vién, hoc vién chua c6 tai khoan Microsoft

Office 365, vui long gui théng tin vé Phong Coéng nghé Thong tin qua email

hotrokythuat@ufm.edu.vn dé duoc cap tai khoan.

2. CACH THUC GIAO PE THI POI VOI CAC HINH THU'C TIEU LUAN, BAI
TAP LON, BAI TAP NHOM, BAI THU HOACH

Pbi véi mdi moén thi, khoa/ bd moén/ giang vién thong bao quy dinh cia tiéu ludn,
bai tap I6n, bai tdp nhém, bai thu hoach, dé dn, ... thoi gian nop bai, cach thic ndp
bai, danh sb trang,... cho sinh vién trudc dé sinh vién biét day du thong tin. Khoa/ bo
mon/ giang vién thuc hién bang cach sau:

Mo 16p hoc phan di tao theo quy dinh trong MS.Teams, chon thé Assignments >
nhan vao Get started (d6i voi lan dau thuc hién ra dé thi/ thong bao,...) = Man hinh ¢

thé Assignments véi niit Create hién thi.

Hinh 1: Giao dé thi/ thdng bao ndp bdi qua thé Assigments
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Click nat Create > Chon Assigment dé giao dé thi/ thong bao ndp bai, cach thirc

ndp bai, quy dinh cua tiéu ludn, bdi tdp I6n, bai tdp nhém, bai thu hoach, do dn, ... tuong

ung.

i General (1931107013903 T ©. X G thi philn mém snagit 12 full rac. % | () Phiin mém chup dnh, quay phiri X | G chch giso bii thp cho sinh vién © X | [ (52) Huding dbin lim, ndpblits: X | 4 o - a x

8 teamsmicrosoftcom.#/school/classroom/GeneraPihreadid=19:Ae2vAHTHRTNGNielSyUynOcEZUDQsXfacZbC

wyil¥ 1 @thread.tacv2&ete=channe

1 * 2@

Q search

Microsoft Teams

Bl ceneral v

Al categories

Files Class Notebook Assignments Grades -+

1931101013903 Thi_Quan tri dy &n -

General

I |

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

El © Type here to search

Hinh 2: Chon hinh thirc thi théng qua chirc nang Assigments

I Q, Search

General Fosts Files Class Notebook Assignments Grades —+

New assignment Saved: Jun 10, 8:46 AM

Title (required)
Théng béo hinh thifc thi, d8 thi va ndp bai tiéu ludn
7 Add category
Instructions

- Sinh vién ndp bai cham nhat trude 11h ngay 23/6/2021.
- Sinh vién nép dbng thdi tap tin dinh dang MS.Word va dinh dang .pdf
- Luu ¥ doc file hudng dan luu, chuyén dai dinh dang pdf (theo théng bdo clia Truging)

~. 20210609 De thi 01_QTDA 1.pdf
# Addresources  t New
No points
8 Add rubric
Assign to
1931101013903 Thi_Quan tri du 4n ) All students

Don't assign to students added to this class in the future. Edit

Date due Time due

Wed, Jun 23, 2021 11:00 AM

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

& C

Ot Meet -

Discard Save

Hinh 3: Thiét ldp thong tin cho hoc phan thi
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Trong giao dién nay, giang vién can luu y:

— Tiéu dé (Title): Nhap tiéu dé. Vi du: Thong bao hinh thirc thi tiéu luan va

cach thic ndp tiéu luan.

— Huwéng din (Instructions): Nhap hudng din. Vi du: Thoi gian nép tiéu ludn,

tdp tin dinh dang MS.Word va dinh dang pdf, luu y kem theo.

— Thém tai nguyén (Add resoures): thém tap tin dé thi/ quy dinh/ huéng dan

tr may tinh hoac OneDrive. Vi du: De thi 01_QTDA.pdf

— Ap dung cho hoc phan (Assign to): ap dung cho hoc phan thi.

— Tat ca sinh vién (All Student): Ap dung cho tit ca sinh vién thudc 16p hoc

phan.

— Han ngp (Date due): Chon ngay ndp. Vi dy, ngay 23/6/2021.

— Thoi gian ngp (Time due): Nhap hodc chon thoi gian ndp. Vi du, 11h:00 AM.

Ngoai ra, giang vién c6 thé thiét 1ap thdng sé dé gia han thoi gian nop cho sinh vién

bang cach: click vao nut Edit ngay dong Assignment will post ... = Hop thoai Edit

assignment timeline s& hién thj.

Q Search _ ;I

General osts Fies (ClassNotebook Assignments Grades + 2O O Meet v

New assignment Saved: Jun 11, 1008 AM Discard Save m

B8 Add rubrc

Assign to

1931101013903 Thi Quan tr du én 0 Alstudents &

Dot assign to students added to this lass n the future. Edit

Date due Time due

Wed, Jun 23, 2021 1100 AM ¢

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

Hinh 4: Thiét ldp thong sé gia han thoi gian ndp badi
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Giang vién ¢ thé chon (tick) vao Close date va thiét 1ap gia han thoi gian nop bai>
nhan Done. Luu y, thoi gian gia han phai sau thoi gian va ngay nop bai duoc thiét 1ap
trong Due time. Ngoai ra, giang vién c6 thé thiét lap thoi gian giao bai, thoi han nop

bai cho vién trong hop thoai Edit assignment timeline.

Edit assignment timeline

[J Schedule to assign in the future

Post date Post time

Sat, Jun 12, 2021 Type or choose a time ©
Due date
Due date Due time

Wed, Jun 23, 2021 11:00 AM ®

Close date

Close date Close time

Thu, Jun 24, 2021 11:00 AM ®

Assignment posts immediately and is due on Wednesday, June 23 at 11:00 AM. Late turn-ins
allowed until Thursday, June 24 at 11:00 AM.

Hinh 5: Thiét Idp thoi gian gia han ndp bdi lam
Luu y: Tap tin dé thi nén chuyén sang dinh dang .pdf trudc khi gui cho sinh vién.
Giang vién c6 thé tai 1én (upload) tap tin 1a d& thi/ quy dinh/ hudng dan,... tur
OneDrive hoic tir thiét bi di dong/ may tinh dé sinh vién xem va biét noi dung dé thi/

quy dinh/ huéng dan... twong ung.
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T Upload from this device

@} Class Notebook ~ [ Tige Modified v
€ Link Huong dan thi truc tuyen Jun & 2021
0 MakeCode

@ 20210119 Chuyen doi so.docx Jan 19, 2021
B Teams @ 20200909 Thong ke khoi luong gio tap huan cho ... Sep 9, 2020

Cancel

Hinh 6: Chon tdp tin dé tdi 1én tir OneDrive hodc mdy tinh

Néu tai tap tin tir thiét bi di dong/ may tinh, giang vién click chudt vao nat Upload from
this device = hop thoai Open hién thi = chon dudng din chira tén tap tin > nhén

Open.

@ Class Notehook v D Title Modified v
@ Link 45 nam Jun 7. 2021
[ x
@ MakeCode @ Open
4+ < Gian.. » Huong dan thi tru... v O Search Huong dan thi truc tu.. @
Organize ¥ New folder = @ @
i Teams ~
Documents & Name Status Date modifie
; Downloads @ 20210331 Hueng dan to chuc thi_nep bai_lu.. & 21 8
J’ Music @ 20210331 Huong dan to chuc thi_nop bai_lu.. & 21 8
=] Pictures @ 20210608 Hueng dan nop baiva luu baitren.. & 21 4
B videos @ 20210609 De thi 01_CITDA 5] 218
E Winlo (C) @ 20210609 De thi 01_QTDA = /2021 8
s Du Lieu (D)
s Luu Tru ()
2 CD Drive (F)
— DulieuSSD (G ¥ € ’
File name: | 20210609 De thi 01_QTDA ~ | All Files ~
Desktop Feb 15, 2021
el oA Anna

T Upload from this device

Cancel

Hinh 7: Chon dwong dan va tap tin
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Cho trong gidy lat, hop thoai Upload from this device thyc hién tién trinh upload
= nhan ndt Done dé hoan tat tai tap tin.

Upload from this device

s 20210609 De thi 01_QTDA.pdf

Cancel m

Hinh 8: Tién trinh tdai dé thi tir OneDrive hodc mdy tinh

Sau khi hoan tat, giang vién nhan nat Assign dé giao bai thi/ thong bao/ huéng dan
cho sinh vién. Sinh vién khi dang nhap MS.Teams sé& thay thong bao tir giang vién lién
quan dén hoc phan thi va thuc hién 1am bai, nop bai theo thoi gian yéu cau.

e

€ Allteams General Posts Fies ClssNotebook Assignments Gredes A0 vt -

All categories v

) Drafts

1931101013903 Thi Quén triddn - Asiged

Generl Théng bdo hinh thik:ti i ugn va cichthi ndp tié luén

) Retumed

Hinh 9: Két qua hién thi viéc giao dé thi cho sinh vién da hoan thanh

Ngoai ra, trong thé Posts s& hién thi théng bao di giao dé thi cho sinh vién lam.
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o < Allteams General Posts Files Class Notehook Assignments Grades plem (1 Mest v () -

Welcome to 1931101013903 Thi_Quén tri du an
i Choose where you want to start

1931101013903 Thi Quan tri dy &n -

™ Upload Class Materials Set up Class Notebook

e Assignments 1:20 PM @

Théng béo hinh thirc thi tiéu ludn va cach thiic ndp tiéu luan

View assignment

Hinh 10: Théng bdo hién thi viéc giao dé thi cho sinh Vién da hoan thanh trong thé Posts

Luwu ¥: Giang vién can can nhic khi st dung thé Files dé giao/ nop bai thi do kho khan
trong quan ly va giam sét.

3. QUY UOC CACH PAT TEN BAI THI VA THU MUC
3.1. Quy wdc dat tén bai thi
3.2.1. Péi véi bai lam ciia sinh Vién la tdp tin theo dinh dang MS.Word hodic
MS.Excel
Tap tin bai lam cua sinh vién dugc quy wdc nhu sau:
XXXX_Hoten_YYYY. DinhDangTapTin
Trong do:

— XXXX: 1a 4 ky tu cudi ciia ma sinh vién. Vi du: Sinh vién c6 ma so:
1821001718 thi XXXX la 1718

— Hoten: ho tén sinh vién (ghi khong dau tiéng Viét véi ky tu ddu moi tir viét
hoa). Vi du: TranVienPhuc

~ YYYY: 1a 4 ky tu cubi ciia mi 16p hoc phan. Vi du: Hoc phan c6 ma la:
1931101003903 thi YYYY la 3903
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- DinhDangTapTin: 1a dinh dang tap tin sinh vién lam bai. Vi du: MS.Word

c6 dinh dang 1a .doc hoac .docx, MS.Excel ¢6 dinh dang la .xIs hoac .xlsx,...

Minh hoa cho quy wéc trén: Sinh vién Tran Vién Phac c6 ma sinh vién la
1821001718 thi hoc phan c6 ma hoc phan Ia 1931101003903 va lam bai trén
MS.Word s€ luu tén tap tin 1a: 1718 TranVienPhuc_3903.docx

3.2.2. Déi véi bai lam ciia sinh vién 1 tdp tin dnh

Tap tin bai lam cua sinh vién dugc quy udc nhu sau:

XXXX _Hoten_YYYY_STT. DinhDangTapTinAnh

Trong do:

— XXXX: la 4 ky tu cudi ctia ma sinh vién. Vi du: Sinh vién c6 mi sb:
1821001718 thi XXXX la 1718

— Hoten: ho tén sinh vién (ghi khong dau tiéng Viét véi ky tu ddu mdi tir viét
hoa). Vi du: TranVienPhuc

~ YYYY: 1a 4 ky tu cubi ctia ma 16p hoc phan. Vi du: Hoc phan c6 ma la:
1931101003903 thi YYYY la 3903

— STT: sé thtr t file anh (chi ap dung cho bai 1am cua sinh vién c6 tir 2 file
anh trd 1én). Vi dy: file anh 1 ¢6 STT 1a 1, file anh 2 ¢6 STT 14 2,... Néu chi
c6 1 file anh thi quy udc s&é khéng c¢6 STT kém theo. Cu thé
XXXX_Hoten_YYYY. DinhDangTapTinAnh

- DinhDangTapTinAnh: la dinh dang tap tin anh. Vi du: dinh dang .jpg,
.jpeg, .bmp,...

Minh hoa cho quy wéc di véi file anh: Sinh vién Tran Vién Phlc c6 ma sinh
vién 12 1821001718 thi hoc phan c6 ma hoc phan 1a 1931101003903, ¢6 2 file anh
6 dinh dang .jpg s€ Iuu tén tap tin la: 1718 TranVienPhuc_ 3903 1.jpg,
1718_TranVienPhuc_3903_2.jpg. Néu chi c6 1 file anh thi luu tén tap tin &
1718 TranVienPhuc_3903.jpg
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3.2.3. Déi véi bai 1am ciia sinh vién 12 tdp tin video
Tap tin bai lam cua sinh vién dugc quy wdc nhu sau:
XXXX_Hoten_YYYY_STT. DinhDangTapTinVideo
Trong do:

— XXXX: 12 4 ky tu cudi cua ma sinh vién. Vi du: Sinh vién c¢6 mi sb:
1821001718 thi XXXX 1a 1718

— Hoten: ho tén sinh vién (ghi khong dau tiéng Viét véi ky tu ddu moi tir viét
hoa). Vi du: TranVienPhuc

~ YYYY: 1a 4 ky tu cudi ctia ma 16p hoc phan. Vi du: Hoc phin c6 ma la:
1931101003903 thi YYYY la 3903

— STT: sb th tir cac video clips (chi 4p dung cho bai 1am cua sinh vién co tir
2 video clips tr¢ 1én). Vi du: file video 1 ¢6 STT l1a 1, file video 2 c6 STT la
2,... Néu chi c6 1 file video thi s&é khong ¢ STT kém theo. Cu thé
XXXX_Hoten_YYYY. DinhDangTapTinVideo

- DinhDangTapTinVideo: 1a dinh dang tap tin video clip. Vi du: dinh dang
.mp3, .mp4,...

Minh hoa cho quy uéc dbi véi video clips: Sinh vién Tran Vién Phic c6 ma
sinh vién la 1821001718 thi hoc phan c6 ma hoc phan 1a 1931101003903, ¢6 2 file
video clips ¢ dinh dang .mp4d s€ luu tén tap tin &
1718_TranVienPhuc_3903_1.mp4, 1718_TranVienPhuc_3903_2.mp4. Néu chi
c6 1 video clip thi luu tén tap tin la: 1718 TranVienPhuc_3903.mp4

3.2.4. Mpt sé luu y

— Néu c6 nhiéu file thi sinh vién nén tao thu muc theo dinh dang
XXXX_Hoten_YYYY tuong tu nhu trén va chép tit ca tip tin vao cung thu
muc, sau do nén tap tin véi dinh dang .zip hoac .rar trude khi ndp bai.

— Ddi voi cac file anh, sinh vién nén chén/ sao chép (copy) cac file anh vao
file dinh dang MS. Word va cac chii thich twong tmg dé d& quan 1y va ndp bai
(néu sinh vién c6 may vi tinh).

— Sinh vién can danh s6 trang cho tap tin bai thi & dinh dang MS.Word..
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3.2. Quy wdc dat tén thu muc luu triv bai thi

Sau khi sinh vién nop bai thi, giang vién can tao thu muc dé luu trir bai thi trén
may tinh hoic OnDrive nhim thuan tién trong tim kiém, giao va giri bai thi,... Quy
uéc dit tén thu muc luu trir bai thi theo 16p hoc phan nhu sau:

YYYY_TenHP_NgayThi
Trong do:

~ YYYY: la 4 ky tu cudi ciia ma 16p hoc phan. Vi du: Hoc phan c6 ma la:
1931101003903 thi YYYY la 3903

— TenHP: Tén hoc phan (ghi khong dau tiéng Viét v6i ky tu dau moi tir viét
hoa). Vi du: hoc phan Phap luat dai cwong thi TénHP ghi la
PhapLuatDaiCuong. Néu tén hoc phan qua dai thi can dit tén goi nhé dé dé
doc va tim kiém.

— NgayThi: ngay thang nam khi t6 chire thi cho hoc phan cu thé. Vi du: Hoc
phan c¢6 ma la: 1931101003903 thi ngay 23/06/2021 thi NgayThi ghi Ia
23 _06_2021

Minh hoa cach dit tén thu muc cho hoc phan Phéap luat dai cwong c6 ma hoc
phan 1a 1931101003903 ngay thi la 23/06/2021 thi thu muc c6 tén I
3903_ PhapLuatDaiCuong_23 06 _2021. Sau khi tao xong thu muc, giang vién
chép tat ca bai thi da nop cua sinh vién vao thu muc vira tao dé chia sé hoic guri cho
Phong Khao thi — Quan ly Chét luong (Phong KT&QLCL).

Ghi cha: Néu giang vién c6 nhiéu I6p hoc phan thi, giang vién nén tao thu muc
chung theo hoc ky dé thuan Iluan Iluwu trir. Quy uwdc, thu muc
BaiThi_HockyNam_HoTenGV_KhoaDaoTao. Vi du:
BaiThi_HocKyDau2021_TranMinhTung_K.CNTT (y nghia la bai thi, hoc ky
dau nam 2021, ho t&n giang vién 1a Tran Minh Tung thuéc Khoa CNTT). Sau do,

chép tat ca cac hoc phan thi trong ciing hoc Ky vao thu muyc nay dé dé quan ly.
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4. CACH XUAT TAP TIN TU MS.WORD VA MS.EXCEL SANG PINH DANG
.PDF
4.1. Xuit tap tin tir dinh dang MS.Word sang .pdf

Sau khi lam bai va luu bai & dinh dang cua irng dung MS.Word (.doc,.docx),
sinh vién can phai thuc hién chuyén ddi sang pdf va nop ddng thoi 2 tap tin (1 tap
tin dinh dang MS.Word va 1 tap tin & dinh dang .pdf). C6 2 cach thuc hién chuyén
d6i sang dinh dang .pdf
v’ Céch 1:

Tur giao dién cua MS.Word, nguoi dung click chuét vao thé File > Export >
Click chon nat Create PDF/XPS Document dé xuit ra dinh dang pdf.

20210531 Hueng dan to chuc thi_nop bai_luu bai tren

£ Create PDE/XPS Documen . Create a PDF/XPS Document
— Presel layout, formatting, fonts, and images
Co an't be easily changed
Fﬁ Change File Type = Free viewers are available on the web
i
—
Create
PDF/XPS

Hinh 11: Chitc nang Export tir MS. Word dé xudt ra dinh dang .pdf

Man hinh xuat ra dinh dang pdf hién thi, nguoi dung chon dudng dan luu trir va

nhap tén tap tin theo quy dinh ctia mén thi ra dinh dang pdf = nhan nat Publish.

@l Publish as PDF or XPS =
™ << Documents > Giang day > Hueong dan thi truc tuyen - Search Huong dan thi truc tu... 0O
Organize « New folder =z - 2]

& MName Date Modified Type Size

Mo items match your search.

@ OneDrive - UFM

8 This PC

Open file after publishing Optimize for: @ Standard (publishing
online and printing)
Minimu
(publishing online)
Options...
~ Hide Folders Tools = Publish Cancel

Hinh 12: Chon dwong dan thu muc va tdp tin can luu triv trén may tinh tir MS. Word
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v’ Céch 2:

Tur man hinh lam viéc chinh cua MS.Word, click chon thé File = Click chon
Save a copy > Man hinh hién thi Save a Copy hién thi-> chon dwong dan luu trix

va dinh dang luu tap tin PDF (.pdf) = nhép tén tap tin can luu trit.

2000531 Huong dan to chis thi_nop bk b tren MS_Teams - Last Seved DXDR/2021 &30 AM Trin Minh Ting

T\ 1~ B OneDrme - UM > Glang day > Huong dan thi truc tuyen
(L) Recent
D b ] 131 Huong dan 10 ¢hc thinop b uu bas tren MS, Teams
UM Werd Document (" docy) v e
e OneDrive - UM :

tunguém@ufm.eduvn Vord 8728 LNy
° Sites - UFM Word Macro-Enabled Template (* dotr

fungudm@vim,eduvn Word 97-2003 Template {* dot M
Oth locations APS Document (* g1 M
5 msac oty
',..1) Add a Place
=7 Browse

Hinh 13: Luu tap tin tir MS.Word sang dinh dang .pdf

4.2. Xuit tap tin tir dinh dang MS.Excel sang .pdf

Sau khi lam bai va luu bai ¢ dinh dang cua ung dung MS.Excel (.xls,.xIsx), sinh

vién can phai thuc hién chuyén d6i sang pdf va nop dong thoi 2 tap tin (1 tap tin
dinh dang MS.Excel va 1 tap tin & dinh dang .pdf). C6 2 céch thyuc hién chuyén doi

sang dinh dang .pdf

v Céch 1:

Tu giao dién cua MS.Excel, nguoi dung click chudt vao the File > Export >

Click chon nut Create PDF/XPS Document dé xuit ra dinh dang pdf.
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20201026 Thong ke so luong may tinh -

Export

(1} Home

o N ™ reate PDF/XPS Document Create a PDF/XPS Document
= l;l B Preserves layout, formatting, fonts, and images

= Open

®  Content can't be easily changed

Fﬁ Change File Type = Free viewers are available on the web
[y
Info —
Create
Save a Copy PDE/XPS

Print

Publish

Close

Hinh 14: Chirc ning Export tir MS.Excel dé xudt ra dinh dang pdf

Man hinh xuét ra dinh dang .pdf hién thi, nguoi dung chon duong dan luu trit

va nhap tén tap tin theo quy dinh cia mén thi ra dinh dang .pdf = nhan nat Publish.

3l Publish as PDF or XPS b4
+ <« Documents » Dean » Hatang CNTT v O Search Ha tang CNTT yal
Organize « Mew folder - 0
~
~ MName Date Modified Type Size
3 Quick access
4 Downloads  # Mo iterns match your search.
abnormal videos
Build an anomal
Thong tin ca nh:
UCF-Crime data
I3l Microsoft Excel
@ OneDrive - UFM
[ This PC v
File name: | LRV 5 —
Save as type: | PDF ~
Open file after Optimize for: (@) Standard (publishing
publishing online and printing)
O Minimum size
(publishing cnline)
Options...
A Hide Folders Tools - Publish Cancel

Hinh 15: Chon dwong dan thw muc va tdp tin cdn luu triv trén mdy tinh tie MS.Excel
v' Céch 2:

Tu man hinh lam viéc chinh caa MS.Excel, click chon thé File = Click chon
Save a copy > Man hinh hién thi Save a Copy hién thi-> chon duong dan luu trix
va dinh dang luu tap tin PDF (.pdf) > nhap tén tap tin can luu trit.
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2020106 Thoey ke 50 hoeg may tinh - Last Seved 27/10/2000 342 PM Win Minh Ting

Save a Copy

™ (Y Orive - UFM > M

(D) Recent & OneDrive - UFM > De an > Ha tang CNT

102 “uwu 0 luong may tinh

i Ercel Workbock (" aher) _IRES

OneDrive - UM
. tunguém@uim.edawn

0 Sites « UFM VuTh deimited) (
tungdm@im, eda v XML Dot (* "
Other locations ¢ ;

j 7 ThisPC

) Addaplace

AN prescshert
=
{7 Browse Micsoselt Exce

Hinh 16: Lwu tdp tin tir MS.Excel sang dinh dang .pdf
Larn y: Mot s6 tng dung khac sinh vién thao tac twong ty nhu huéng dan xuat

tap tin sang dinh dang .pdf tr MS.Word hoac MS.Excel.
5. CACH THU'C NOP BAI THI BANG TAP TIN

Dbi v6i tap tin bai 1am cia sinh vién ¢ dinh dang MS.Word, MS.Excel, sinh vién
sau khi nhan duoc thong bao vé thai gian ndp bai, quy dinh ndp bai,... lién quan dén
hoc phan thi thi phai nop bai thi (1 tap tin dinh dang MS.Word, MS.Excel,... va 1 tap
tin dinh dang pdf) c6 ciing ndi dung bai 1am dé 1am cin ct d6i chiéu bai thi. Bdi voi
tap tin anh hoac videos thi nop file anh va videos twong uing theo quy udc dat tén tap
tin da trinh bay & phan trén.

Sinh vién m¢ MS.Teams va dang nhap sé& thay céc thdng béo hién thi ¢ biéu tugng

sy Nguoi dung chon thong béo lién quan den hoc phan thi dé xem.
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ST

¢ Tétcdcicnhém Chung Baiging Tép ClassNotebook Baitip Diém G GHp v

1T

(1] ¢ Quayli u m

Nhér
1931101013903 Thi Quan tr...
A a ’ . ; g d A b Biém
e Thong bao hinh thirc thi tiéu lugnva — © .
" cach thic ngp tiéu luan
(i7] DEn han 23 thang 6 nam 2021 11:00
Huéing dan
) ‘ ; - Sinh vién ndp bai cham nht trudc Thh ngay 23/6/2021
- - Sinh vién ndp dang théi tap tin dinh dang MSWord va dinh
dang pdf.

- Lutu § doc kj file hudng dén utu va chuyén d6i dinh dang pdf
(theo thang bao cia Tridng)

Cac tai liéu tham khao

@ 20210609 De thi 01 QTDA.docx

Céng viéc cua t6i

f)Thémcéngwe:c T Mdi

Hinh 17: Man hinh cia sinh vién khi xem dé thi

Sinh vién c6 thé click vao biéu twong... ké bén d& thi (vi du: 20210609 De thi

01_QTDA.docx) va nhan Download dé tai dé thi/ huéng dan xudng va tién hanh lam

Microsoft Teams Q_ Tim kiém

< T4t ca céc nhém Chung Baidang Tép Class Notebook Baitap Diém S G QHop ~

1T
- < Quay lai e m

1931101013903 Thi_Quan tr... -

Théng béo hinh thic thi tiéu luanva 50
£hing cach thitc nop tiéu luan

DEn han 23 thang 6 nam 2021 11:00

Huéng din

- Sinh vién nép bai cham nhdt i & Mg trong Teams

- Sinh vién nép @dng thai tap til

dang pdf. ) @] M8 trong Word

- Luu y doc k¥ file hung dan Iu

(theo théng béo ctia Truéng) @) Mg trong Word Online

Cac tai liéu tham khdo L Taixuéng

@ 20210609 De thi 01_QTDA.docx

Céng viéc cia toi

2 Thémcéngviec -+ Méi

Hinh 18: Giao dién xem va tdi dé thi tr sinh vién
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Sau khi 1am bai xong, ngudi ding nop ddng thoi tap tin dinh dang MS.Word hoic
MS.Excel va tap tin dinh dang .pdf bang cach: click vao biéu tuong diu cong Thém
cdng viéc (+ Add work) = hop thoai tai tap tin hién thi.

Dbi vai sinh vién nop file anh thi phai tuan tha quy udc dat tén cho file anh da huéng

dan trong noi dung Quy wéc dat tén bai thi.

T Tai len tir thiek bj ndy

Hinh 19: Giao dién tai bai lam tir sinh vién
Sinh vién c6 thé tai tap tin bai 1am tir OneDrive hozc tai Ién tir thiét bi di dong/ may
tinh (Upload from this device) & Chon dudng dan va tap tin bai 1am dé nop = Nhan
Open. Luu y, quy udc dat tén bai thi.

& [¢I] teams.microsoft.com/ #/school/tab:3717002657/19:Ae2vAHTr 1/t TNoNie)SyUyn0cEZUDQsXfacZbOwyilY 1@thread.tacv2?threadld=19:Ae2vAHTr 1/t TNONieJSyUynQcEZU...  ¥r * = @ H

€ Open

& Lién két Organize *  Newfolder =. 0 @
(3 ThisPC A Name Date modified Type A

30 Objects BOOT AND GHOST 0 AN Fiefolder
I Desitop HocPhi 14320 Filefolder
 Documents Phuc Filefolder

pSC 0 Fiefolder

< Downloads

Scan Brother 2 File folder
D Music

share
= Pictures Thi liéu mang 778 NK 2 File folder
B Videos VanBan De Xuat Bao Cao Chuan 2021 1 Filefolder
2 Win10(C) ) 1718._TrenVienPhuc_3203 Microsoft Wor
_UsE) 5] 1718 TranVienPhuc 3903 Forit Reader P
8] Capture 0 IPGFile

[&] Capturel 0 Mo PG File
= DulieslwTu

{th  Teams

File folder

= Data (E)

File name: ‘“171&,TranV\enPhuxj%i“ "1718_TranVienPhui v‘ Tt ca Téptin

T Tdilen tif thigt bi nay

Hinh 20: Sinh vién chon tdp tin bai lam d@é nép bai
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Tién trinh tai bai 1am cua sinh vién hién thi, sau khi tai xong nhin nGt Hoan tat

(Done). Luu y, sinh vién can kiém tra that ki cac tap tin bai 1am trudc khi nop bai.

Téi én tif thit bi nay

@) 1718_TranVienPhuc_3903.docx

- 1718 TranVienPhuc_3903.pdf

Hinh 21: Tién trinh tdi tdp tin dé nép bai cua sinh vién
Giao dién tai bai 1am cua sinh vién di hoan tt, sinh vién c6 thé thay ddi tap tin hoic

nhan nit Np bai (Turn in).

Microsoft Teams Q_ Tim kiém
< T4t ca cac nhém Bl Chung Baiding Tép Class Notebook Baitdp Diém P G GHep v
1931101013903 Thi_Quan tr... - S - N ¥ T A Diém
_Q Théng béo hinh thic thi tiéu luan Ao
e va cach thirc nop tiéu luan
Dén han 23 thang 6 nam 2021 11:00
Huéng dén

- Sinh vién nép bai cham nhat trudc 11h ngay 23/6/2021

- Sinh vién ndp ddng thdi tap tin dinh dang MS.Word va dinh
dang pdf.

- Luu y doc ky file huéng dan Iuu va chuyén ddi dinh dang pdf
(theo théng bao cla Truéng)

Cac tai liéu tham khao

@7 20210609 De thi 01_QTDA.docx

Céng viéc ciia téi

@7 1718_TranVienPhuc_3903.docx

++ 1718_TranVienPhuc_3903.pdf

Hinh 22: Giao dién véi cAc tdp tin hién thj cua sinh vién trueéc khi ngp bai
Nguoi dung c6 thé hoan tac nop bai (thay ddi tap tin da nop, bd sung ndi dung trong
tap tin,..) trude thoi gian két thdc nop bai bang cach: click vao nit Hoan tac np bai

(Undo turn in). Khi sinh vién nhan ndt Hoan tac ndp bai, nghia 1a sinh vién chua nop
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bat ky tap tin bai 1am nao lién quan dén hoc phan dang hién thi vi c6 thé sinh vién can

thay d6i tap tin hoac bo sung noi dung cua bai thi.

Microsoft Teams Q Tim kiém

< Tét ca cdc nhém i Chung Baiding Tép Class Notebook Baitap Diém S G GHep v

1T

1RO T e, Théng béo hinh thitc thi tiéu luan 2=

Khéng c6 diém

by z 7 A o ~
Chung va cach thirc nop tiéu luan
Dén han 23 thang 6 nam 2021 11:00
Huéng din

- Sinh vién ndp bai cham nhat trudc 11h ngay 23/6/2021

- Sinh vién ndp dong thai tap tin dinh dang MS.Word va dinh
dang pdf.

- Luu y doc ky file hudng dan luu va chuyén di dinh dang pdf
(theo thong bao clia Truéng)

Céc tai liéu tham khao

@ 20210609 De thi 01 QTDA.docx

Céng viéc cla t6i

@7 1718_TranVienPhuc_3903.docx

«« 1718_TranVienPhuc_3903.pdf

Hinh 23: Giao dién véi cAc tdp tin hién thj cua sinh vién da ndp bai

6. CACH THU'C THEO DOI TIEN PQ NOP BAI VA LUU BAI THI
Giang vién cd thé xem tién trinh va sé luong sinh vién nop bai thi bang cach: Click
vao thé Assignments > Click vao muc Assigned va chon thong bao lién quan dén hoc

phan thi cta sinh vién.

L

‘_‘_’r ¢ Alteams General Poss Fies ClassNotebook Assignments  Grades ¢ /0 0 Meet ~
A
i/ )
0t ﬂ (7 Al categories v
(1]
w ) Drafts
A 1931101013903 Thi Quintidydn - sl
>
T Gewn Thing b hinh thic thitéu huin va cich thi 1@pti§u|uén 1f3 tumed in
f] Due June 23, 2001 1100 AM
(endr
) Retumed

Hinh 24: Thong ké sé liegng sinh vién ngp bai thi
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Hop thoai thdng ké sé lwong sinh vién theo 16p hoc phan va tinh trang sinh vién da

nop bai lam (Turned in) hoac chua nop bai lam (Not turn in).

Microsoft Teams

‘ 1931101013903 Thi Quan ridy an -

Thong bao hinh thiic thi tiéu luan va cach thic

)
= [ A pd A
T e nop tiéeu luan
Q
k) Toretun (3) Retumed [0 Sea s Q
E 0 Name » Status v Feedback
0 g‘ Nguyén, Hoang Vinh @ Nottumedin W
0 @ Phc, Trin Vién / Tumedin ?
0 @ (ué Vuigng Cim @ Nottumedin 5

Hinh 25: Xem danh sach va tinh trgng sinh vién ngp bai
Giang vién cd thé xem bai thi cua mot sinh vién bat ky bang cach: click chon tén
sinh vién (vi du: Tran Vién Phac) = sé hién thi hop thoai nop bai thi caa sinh vién voi

2 tap tin sinh vién da ndp véi dinh dang MS.Word va dinh dang .pdf.

Q — 1

Actiity 1718 _TranVienPhuc_3903.pdf Close
Chat .
¢ @ Phic TanViln o )
‘ i
Teams
Student Work
8 Turmedin kn 8, 20212 121 2 View History
Asignments
o+ 1718_TranVienPhuc_3903.; ***
e &) 1718 TranVienPhuc 3903.4 *+*
Calls Feedback

Enter feedback

No paints

Hinh 26: Xem bai thi cua sinh vién da nop
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Giang vién c6 thé click vao nut ... dé download tap tin bai lam cua sinh vién.

[+] - (=} x
v @ :
Close

® Phie. Trdn Vidn

vs T8 _TranVienPhuc_3903. 5 o=
& Open in Teams
8" 1718 Tr: '
[“\ Open online
F back
<+ Download
e =db

Hinh 27: Tdi xudng bai 1am cua sinh vién da ndp
7. CACH LUU BAI THI, PONG BO DU LIEU VA CHIA SE BAI THI TREN
ONEDRIVE
7.1. Luwu bai thi
Sau khi hét thoi gian nop bai, giang vién vao biéu twong *** - click chon
OneDrive > Cira s6 1am viéc caa OneDrive véi thu muc 1am viéc va cac 16p hoc
phan hién thi.

* General (1931101112501 Kinh t b4 o Student Work - OneDrive 4 | +

< c @ teams.microsoft.com/_#/schoolffiles/General?threadld=19:80ccb43dcTcz

S H Microsoft 365 — - Q, Search

Apps m General |

@ Qutlook & OneDrive -
T Mew ™~ T
m Word m Excel
Documents > Ge
6 PowerPoint ﬂ OneMNote Mewe *°*
.
L1 MName -~
6 SharePoint & Teams Nhém 2.

m}| Bai hang

Hinh 28: Hép thoai cac wng dung cua MS.Office 365
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E3a My files
=09 Recent

My files
oo Shared
& Recycle bin ™ 1
Shared libraries
1931101013903 Thi_Quan...
1001 L&p tap husn chigu T2
LSp tdp hudn 5T4
LSp tap hudn CT4

LS tap hudn CT3 1

Taphuan ST7Q7F - Nhom 1
™ TaphuansTe_HTOQTY - Nho...

™ TaphuansTe_HTQOQY - NMho...

Hinh 29: Cira s6 1am viéc ciia OneDrive

Giang vién chon 16p hoc phan thi = Giao dién lam viéc cua hoc phan nay hién

thi = Click chon thu muc Student Work ¢ cira s6 bén phai.

& C & ufmedu-my.sharepoint.com/personal/tungufm_ufm_edu_vn/_layouts/15/onedrive.aspx?id=https363A%2FS

OneDrive 2 Search

Tran Minh Tang

— 1931101013903 Thi_Quan trj dy 4n
D Recent

& Shared

& Recyle bin

Shared libraries . .
Document Libraries
il 1931101013903 Thi_Quan ...
1001 L6p tép hudn chigu T2
L6p t3p husn ST4

L6p tap hudn CT4

n LSp tap hudn CT3 Class Files Documents Student Work
-

Hinh 30: Cua sé 1am viéc cia hoc phan thi dwoc chon

Cira sb 1am viéc Student Work hién thi = double click vao thu muc Student

Work=> cac thu muc con s& hién thi gdm Submitted files va Working files.
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D Search
Tran Minh Tung
_— Al 1931101013903 Thi Quén tri dy én
O Recent
R Shared + Newv 7 Upload v 13 Snc B Addshortcutto Myfiles @ BxporttoExeel @ P

f Recyclebin .

Shared libraries

1931101013903 Thi Quén tri dy an > Student Work
1931101013903 Thi_ Quén ..

1001 Ldp tap hudn chigu T2 [ Namev Modified Modified By

L6p tap huan 5T4 -\ISlemiTted files Yesterday at 11:19 PM SharePoint App

L tap hudh CT4 )
“Working files Yesterdayat 11:19PM  SharePoint App

B Lo tiphuin 3

Hinh 31: Cura s6 lam viéc cua Student Work

r

Luu y:

— Giang vién can kiém tra tinh dong b giita 2 thu muc Submitted files va

Working files sau khi hét thoi gian ndp bai. Vi sinh vién ¢ thé nop bai

nhiéu 1an cing mot tap tin s& c6 cac phién ban khic nhau. Do @6, cin
download ca hai thw muc nay dé lwu trit.

— Néu giang vién ghi video thi tai va luu cac video 1am minh ching theo

quy dinh. Céc videos di ghi c6 thé tim thay trong thé Posts hodc thé Files.

Giang vién click chon Submitted files ¢ m¢ thu muc ndy = Click nat

Download dé tai xuéng may tinh céc bai thi cua sinh vién trong tap tin nén dinh

dang .zip = Ngudoi dung giai nén tap tin nay sé xem dugc céc bai thi trén may tinh.
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& C & ufmedu-my.sharepoint.com/personal/tungufm_ufm_edu_vn/_layouts/15/onedrive.aspx?viewid=985fed13-f2ca-474a-80e-a640

OneDrive P Search

Tran Minh Ting

— Al 1931101013903 Thi_Quan trj du 4n

O Recent

& Shared + New v 7 Upload v |2 Share @ Copylik <3 Sync & Download 51 Add sho
fg Recydebin

Shared libraries

1931101013903 Thi_Quan tridy én > Student Work > Submitted files

il 1931101013903 Thi_Quan ...

1001 L&p tép hudn chigu T2 [l Name Modified ~
o s - A . .
ﬂ L&p tap huan 5T4 O “Nguyn Hoang Vinh & Bl ¢ VYesterdayat1119PM
L6p t5p hudn CT4 L
“Tran Vién Phic Vesterday at 11:19 PM
B L0 o husn 3
Al
“Vuang Cam Qué Vesterday at 11:19 PM

Taphuan STTQ7 - Nhom'

Hinh 32: Danh sach sinh vién va download bai thi

Modified By

SharePaint App

SharePoint App

SharePoint App

Giang vién giai nén tap tin da download - Xem danh sach sinh vién va bai lam

cua ting sinh vién twong ¢ng = tién hanh cham thi.

» Downloads * Submitted files

L

Name Date modified
, Nguyén Hodng Vinh 10/06/2021 3:08 AM
Tran Vien Phc 10/06/2021 10:08 AM
Vuong Cm Qué 10/06/2021 3:08 AM

Downloads » Submitted files » Trin Vién Phic » Théng bao hinh thirc thi tiéu ludn va cach thir

Type

File folder
File folder
File folder

e
Mame ¥ Date modified Type Size
@ 1718_TranVienPhuc_3803 10/06/2021 2:26 AM Microsoft Word D... N4 KB
& 1718_TranVienPhuc_3903 10/06/2021 2:26 AM PDF File TKB
Hinh 33: Danh sdach sinh vién va bai thi tuong 1ng
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7.2. Pong b dir liéu giira OneDrive va may tinh

2 - ’ £ A A A A
Giang vién c6 thé click nat == ™ dé ddng b thu muc Student Work Ién
may tinh c& nhan dé 1am viéc > Lic ndy s& c6 mot thu muc duge dong bo trén may

tinh cua giang vién.

R Search

Tran Minh Tung

—— 1931101013903 Thi_Quan tri dy 4n

O Recent

R Shared + New v T Upload v 3 Snc 1 Add shortcut to My files B Exportto Excel (% Power Apps v
& Recycle bin

Shared libraries

1931101013903 Thi_ Quan tridy &n > Student Work
0 1931101013903 Thi Quan ...

1001 Lép tap hudn chigu T2 [] Name Modified Modified By

Lop tap huan ST4 “Submitted files Vesterday at 11:19 PM SharePaint App
[l |Gp tap hudn CT4 .

. “Working files Yesterday at 11:19 PM SharePoint App

|

Hinh 34: Péng bé dir lidu gisza OneDrive va may tinh
7.3. Giri bai thi cho Phong Khao thi — Quén 1y Chit lwgng
Dé dam bao Iuu trix bai thi 1au dai, giang vién nén luu trir bai thi trén OneDrive
vé6i tai khoan Microsoft Office 365 dd dugc cap = tao thu muc va chép toan bo bai

thi (dinh dang .zip, .rar hoac thu muc con chia bai thi) cua sinh vién.
C6 2 cach dé giri bai thi theo 16p hoc phan cho Phong KT&QLCL:

v/ Céch 1: Giang vién giri cac tap tin nén dinh dang .zip hodc .zar dén email
ctia Phong KT&QLCL theo thong bao ciia Truong. Giang vién co thé tao thu
muc theo hudng dan & muc 3.2.

v/ Céch 2: Chia sé thu muc bai thi da luu trir trén OneDrive dén email cta
Phong KT&QLCL theo thong bao ctua Truong.
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Céch chia sé thu muyc bai thi da luu trén OneDrive nhu sau: Giang vién click

phai chuot vao thu muc chira bai thi caa sinh vién-> Click chon Share - Hop thoai

chia sé thu muc Send link hién thi.

(1]
wes
[T

Tran Minh Tung
B3 Myfiles
O Recent
£ Shared

& Recyde bin

Shared libraries

B 1531101013903 Thi Quen..
1001 Ldp tp hui chizu T2
L6p tp huan STA
L6p tip hun CT4

L6p tp huan CT3

Taphuan ST7Q7 - Nhom1
TaphuanST6_HTQT - Nho...
B Toohuansts a7 -hho..

More libraries

Create shared library

OneDrive

& Share @ Copylink ¥ Download [i Delete =D Rename 4 Automate V51 Moveto [} Copyto

My files > Giang day

O

3

V5

Name

'\IBaiThi_HockyDaUZI""1 Tonhli 122

Share

Huong dan thi truc ‘
Copy link

20200909 Thong ke anage access
20210119 Chuyen ¢ Download
Delete
Move to
Copyto
Rename
Automate

Details

Modified

A few seconds ago

Tuesday at 211 AM

September 9, 2020

January 18

Modified By
Trén Minh Ting
Trén Minh Tang
Trén Minh Tang

Trén Minh Tang

Hinh 35: Chia sé thu muc trén OneDrive

File size v/

0 items

6 items

122KB

625KB

Sharing
Private
Private
Private

Private

Hop thoai Send link hién thi & giang vién click vao miii tén ngay dong People
in...with the link can edit-> hop thoai thiét 1ap théng sé Link Settings hién thi >

bé chon (Untick) muc Allow editing dé khéng cho phép chinh sira ndi dung thu

muc chia s¢ > nhin nat Apply.

Luu y: Khi chia sé bai thi, giang vién can thiét 1ap khéng cho phép chinh sira

ndi dung thu muc bai thi.
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. >
Send link
People in UFM with the link can edit >
rrc: Mame, group or email £7
Message...
@ B
Copy link Cutlook

Hinh 36: Hgp thogi Send link

Link settings

I Who would you like this link to work for?
Learn more

FOAL

People in UFM with the link
H

People with existing access
Specific people

Other settings
[ ] Allow editing

Hinh 37: Thiét Idp thdng sé khdng cho phép chinh sia thu muc chia sé

Giang vién nhap email can chia sé¢ thu muc bai thi cho Phong KT&QLCL >

nhan nat Send dé hoan tat.
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OneDrive 2 search
¥&¥ Share @ Copy link J Download Tl

. x
Send link
My files > Gia
People in UFM with the link can edit = >
O Mz il
|T0: Mame, group or email &
X
o “Ba -
MMessage...
THu da
me 20 ¥
> 6R
Copy link Cutlook

Hinh 38: Hép thogi nhdp email va guri thir muc can chia sé
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