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HUONG DAN TO CHUC CUQC HOP TRUC TUYEN
VOl MICROSOFT TEAMS

1. Trwéc cudc hop truc tuyén
1.1. Tao cudc hop truc tuyén

Trude khi di vao cach tao ra mot cudc hop truc tuyén (CHTT) nhur thé nao, nguoi dung can
hiéu rd cac thanh phan c6 ¥ nghia tham gia vao mot CHTT:
v' Ngudi to chizc CHTT: 13 nguoi tao ra CHTT, ngudi ¢6 quyén cao nhat d6i véi CHTT.
v' Ngudi tham gia CHTT ndi chung: bao gom Presenters “dién gia” va Attendees “ngudi
tham dy”. Viéc phan biét 2 kiéu nguoi ndy s& duoc trinh bay rd hon & phan 2.2.

C6 2 cach dé tao CHTT;

v Lén lich chi tiét mot CHTT (cach lam c6 ké hoach): & cach nay, nhitng ngudi tham gia
CHTT dugc xac dinh rd rang. Moi ngudi tham gia biét chinh xac thoi gian, dia diém
va noi dung CHTT dién ra nhu thé nao.

v' Tao mot CHTT tuc thi (cach 1am “mi an lién™): & céch nay, thoi gian CHTT dién ra
ngay khi vira duoc tao cho nén khong biét truéc duoc ngudi tham gia CHTT 1a ngudi
nao, ngay ca dia diém dién ra va noi dung CHTT.

1.1.1.Lén lich chi tiét mat cudc hop truc tuyén

Calendar 12 mot phan mém doc 1ap tach biét, duogc tich hop vao Microsoft Teams (MST). Bé
vao Calendar mét cach doc lap, dang nhap vao trang web https://www.office.com, & giao dién All
apps sé& thay phan mém Calendar nhu hinh 1.

S

C @ O B nttps/fw

w.office.com/apps?auth=2

Office 365 P search

‘

Collaborate with faculty and staff to share

v To Do
Keep track of your tasks in one place with

Share videos of classes, meetings. presenta

a Whiteboard
Ideste and collaborate on a freeform canv.

Create and share interactive reports, presen

Word
Bring out your best writing

The customizable. chat-based team works.

w Yammer
Connect with ¢ rkers.

Hinh 1: Giao dién All apps cua Office 365 trén trinh duyét web

Office 365  Business Apps  Allapps  Tips and Tricks

® A
] &3 Admin Wa sookings Calendar Class Notebook

Your admin web portal for subscription m... B  Smpify how you schedule and manage 2. Schedule and share mesting and event i J ' Organize your lesson pians in 2 digital not..

Delve a Excel Forms Kaizala
> Get personal insights and relevant informa. Discover and connect to data, model and Create surveys, quizzes, and polls and easil. A simple and secure mobile chat app for
& Lists @ MyAnalytics ‘ OneDrive OneNote

Allows users to create, sh: Create better work habits with insights into. Store, access, 2nd share your fls in one pl. Capture and organize your notes 3cross al.
e
Qi ﬁ Outlook ;{{ People Planner « Power Apps

Business-class email through a fich and fa. Organize your contactinfo for all your frie.. Create plans, organize and assign tasks, sh Build mobile and web apps with the data ..

, Power Automate PowerPoint Project @ SharePoint

© B Create workfiows between your apps, fils Design professional presentations. Develop project pians, assign tasks, track p. Share and manage content knowiedge. 2
5™ Staff Notebook Stream Sway 2 Teams

W Feedback


https://www.office.com/
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Tuy nhién, toan bd huéng dan sé khong di sau vao Calendar mot cach doc 1ap, nguoi dung
duoc khuyén khich ty tim hiéu thém phan mém d6. Duéi day 1a hudng dan Calendar duoc tich
hop trong giao dién phan mém MST. Khai dong vao phan mém MST, chon muc Calendar “Lich”.

Microsoft Teams Q Search

= 8 & Join or create team

Teams

Your teams

' .

P.CNTT Hop giao ban quy 11/2021 18012021 Hep To dedn SUOTJEE] Hop T0'oB Al
viéc lam vdi cac don vi viéc 1am vdi cac don vi
hon Thuqng»trucho .QUY e Hop TIeL,J b.aAn 10 Chl{c s\ekign Hop T8 Thudng truc chién lugc Hop Té D& an vi tri viéc lam
chi tiéu ndi bd ky niém 45 nam

Hinh 2: Giao dién phan mém MST

Q =

Chat
& 15 16 17 18 19 20 21
o Sunday Monday Tuesday Wednesday Thursday Friday Saturday
12 AM
1 i 4
E 1AM

4AM Y

Hinh 3: Giao dién phan mém Calendar “Lich” duwoc tich hop trong phan mém MST

Ghi chi dé 1: c6 nhiéu ché @6 hién thi cua lich trén MST dé ngudi dung tly bién. C6 3 ché
d6 hién thi, chon v dé x4 xubng danh sach: Day “ngay hién tai”, Work week “tuan 1am viéc” (tir
thir 2 dén thir 6) va Week “tuan binh thuong” (tir Chu nhat dén thi 7).

Miii tén do ngang: khung chi thoi diém hién tai.

Khung dé l6n nhat: hién thi thoi gian caa mot ngay theo truc doc tir trén xubng. Mai mot
khung ngang don vi teong (tng véi thoi lugng 30 phut.

Ghi chii dé 4: thanh truot kéo 1&n xudng dé theo doi thoi gian biéu caa mot ngay.
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Ghi chii dé 3: chon < dé hién thi tudn trude dé va chon > dé hién thi tuan sau do.

Ghi chii dé 2: ¢6 3 loai 18n lich, chon v dé x6 xudng danh sach: Schedule meeting “Ién lich
CHTT”, Webinar “hoi thao truc tuyén” va Live event “su Kién truc tuyén”. Ca 3 loai déu thuc hién
t6t viéc gap mat truc tuyén cia mot nhom ngudi tuy nhién mdi loai co tiy bién va hd tro khac
nhau. Ngudi dung dugc khuyén khich tu tim hiéu thém 2 loai Webinar va Live event. Dudi day
chi huéng dan chi tiét Schedule meeting. Mot diém luu ¥ thém, néu chon + New meeting “cudc
hop méi” chinh 1a chon lva mic dinh dau tién Schedule meeting.

u (GR
: Microsoft Teams Q_ search o URM w.@'}.\
Q = 5
e New meeting Details Scheduling Assistant ﬂ Close
) -
[y Time zone: (UTC+07:00) Bangkok, Hanoi, Jakarta ' | Response options Require registration: None
& 12 Addtite
@ 2 &  Add required attendees + Optional
Assignments
a 3 ®© 81572021 1:30AM v —  8/15/2021 2:00 AM 30m @  Allday
(s} D +
% ') Does not repeat
5 = Add channel
6 © Addlocation
= B I U S|¥ A MM Paagaph AR | = = o= i =@\
Type details for this new meeting
8
Apps

S

Hinh 4: Giao di¢n 1én lich chi tiet mgt CHTT
Khung d6: ngudi ding duoc khuyén khich tu tim hiéu thém con khong dé mac dinh.

Ghi chi d6 1: Add title “thém tiéu dé&”, nhap tén CHTT. Tén CHTT nén c6 thém thdng tin
thoi gian bat dau hop dé nguoi tham gia dé dang theo ddi hon.

Ghi chi d6 3: khi chon vao ngay va gio s& xo xudng cac lua chon dé chon thoi gian CHTT
dién ra cho phu hop. Khi chon All day “ca ngay”, thoi gian dién ra CHTT Ia tir 00g00 cua ngay
bat dau dén hét 23959 cua ngay két thic.

Can luu y céc y nghia thoi gian sau (***):

v/ CHTT dai nhat 1a CHTT dién ra trong ca mot ngay (tir 00g00 dén hét 23g59) chu khdng
nén dién ra nhiéu ngay vi du nhu tir ngay hom nay dén hét ngdy mai hoic ngay kia.

v' CHTT khi dugc thiét lap day du théng sb va giri di thi tirc 1a da ton tai phong hop roi.
Bat ctr ai dugc moi tham gia déu cd thé vao ngay phong hop do dé hop. Tuy nhién moi
ngudi c6 vao cing mot thoi diém dé hop hay khong 1a chuyén khac vi chwa dén gio
hop di dugc thong nhit trude d6. Vi du: hdm nay la 15/08/2021, nguoi to chic thiét
lap CHTT s& dién ra vao ltic 09g00 ngay mai 16/08/2021. Tuy nhién, ngay lic nay ngay
15/08/2021 bt ctr ai dwoc moi tham gia déu ¢ thé vao CHTT duoc Ién lich vao ngay
16/08/2021. Piéu nay ciing dung voi CHTT da xay ra roi, tac 1a CHTT qua kht, nguoi
tham gia cd thé vao bat cir ldc nao.
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v' Vi ¥ nghia trén nén 101 khuyén duoc dua ra 1a nén thiét 1ap CHTT All day “ca ngay”
méc du n6 dugce xac dinh khoang thoi gian bat dau va két thuc nao dé trong ngay.

Q —

(‘ Calendar 1 Meet now -+ New meeting
(=) B Today < > August 2021 v/ [ Week v
Chat
" 15 16 17 18 19 20 21
he Sunday Monday Tuesday Wednesday Thursday Friday Saturday

[09g00 - 17/08/2021] Hop [09g00 - 18/08/2021] Hop 10830 - 19/08/2021] Hop 108930 - 20/08/2021] Hop
) [14900 - 17/08/2021 Hop| | [14g00 - 18/08/2021] Hop |

AsSinanes [15g00 - 18/08/2021] Hop |

12 PM

§ [13g30 - 18/08/2021] Hop
Y ve cHTT
2PM 3 O bat ctr dau

S Tran Vién Phic
3

N
N

®

Help

Hinh 5: Giao dién cdc CHTT nguoi t6 chitc da thiét lap

Giai thich thém hinh 5: khung dé nhé phia trén hién thi tén cac CHTT dién ra ca ngay con
khung dé 16N phia dudi hién thi tén cac CHTT dién ra twong ing theo khung thoi gian.

Ghi chii d6 4: Does not repeat “khong 1ap lai”, nghia 1a CHTT dién ra mot lan roi két thic.
Mot s6 lya chon khéc 1a “hang ngay” “hang tuan” “hang thang” “hang nim”.

Ghi chi dé 6: Add location “thém vi tri”, nhap dia diém di&n ra CHTT. CHTT la qua phan
mém dé nhiéu bén tham gia nhung thudng s& duoc to chirc & mot dau cau chinh nao d6 thi ¥ nghia
chd nay la chd nhap dia diém do.

Ghi chii d6 7: Type details for this new meeting “nhap chi tiét cudc hop méi nay”, nhap noi
dung CHTT. H& trg mét s6 ¢ong cu dinh dang van ban co ban dé 1am noi dung CHTT bt mit hon.

Ghi chu do 5: Add channel “thém kénh”, gtri lich hop vao kénh cia mot nhom. Viéc lam
nay nghia la moi cac thanh vién thugc kénh cia nhém do6 vao CHTT.

Loi khuyén: néu c6 mot nhoém nguoi thudng xuyén hop truc tuyén thi nén tao mot nhém. O
cac cugc hop sau chi can thém kénh General “chung” ctia nhoém la da gui loi moi hop dén toan bo
thanh vién cua nhom, khdng mat cong go lai tirng tén thanh vién tham gia.

Nhéc lai kénh trong nhém. Khi tao mot nhém trén phan mém MST, mic dinh s& cd mot kénh
dugc tao ra goi la kénh General “chung” ma moi thanh vién cia nhom cé thé tuong tac (chat, gui
file,...). Ngoai ra Owner “chu s¢ hitu” ctia nhoém ciing c6 thé tao cac kénh khac nhau trong nhom.
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Microsoft Teams Q_ Search
Ai?‘l New meeting Details  Scheduling Assistant m Close
Time zone: (UTC+07:00) Bangkok. Hanoi, Jakarta \ Response options Require registration: None \/
Chat
Vﬁ’ﬁ") £/ [13g30 - 18/08/2021] Hop v& CHTT
&  Add required attendees + Optional
©  8/18/2021 1:30PM v > 8/18/2021 4:00 PM 2h3m @ All day
D Does not repeat

5] I @ Nhomdemo > General I

O bat cir dau
QO Qlee %

= OB 7 U S|Y A M Puagaph ABl= = = 29 @ = B
Luuy:
- Quy thay/c6 vao trudc 15-20 phit d€ chudn bi cudc hop online)
Avps Nsi dung:

- Hop v& céch thiét 1ap mét CHTT.
- Hop vé cac van dé xung quanh mét CHTT.

Hinh 6: Lén lich mgt CHTT cé thanh vién tham gia la moi thanh vién czza Nhom demo

Ghi chu do 2: Add required attendees “thém nguoi tham gia”. Nhap thu cong ting tén tai
khoan ngudi tham gia. D6i vai nhitng ngudi tham gia trong truong 1a da chic chin ¢ tai khoan
MST. Béi véi nhitng nguoi ngoai trudng, néu ho ¢d sir dung hé théng MST mic di khac mién
@ufm.edu.vn thi van cé thé moi theo cach nady, di nhién 1a ho phai cung cap tén tai khoan MST
cua ho cho nguoi té chirc CHTT.

Déi véi nhitng ngudi ngoai truong ma thong thuong khdng st dung hé théng MST, tac l1a
khong co tai khoan MST, nguoi t6 chirc CHTT van c6 thé moi ho qua email ho cung cp nhu hinh
7 duéi day. Hé thong MST sé& guri 1oi moi tu dong qua email cho ho.

9 u New meeting Details Scheduling Assistant m Close
S Time zone: (UTC+07:00) Bangkok, Hanoi, Jakarta \  Response options Require registration: None
(w3} £ 11330 - 18/08/2021] Hop v& CHTT
ams
TaiknodnTam 13 tranvienphuc@gmail.com tamdt@vnpay.vn
8 S I N ot I I T o ” D G X + Optional
Assignments
l ] ® 81872021 0 PM -  8/18/2021 400 PM 2h3om @  Allday
Calendar
Suggested: 11:00 AM-1:30 PM 10:30 AM-1:00 PM 10:00 AM-12:30 PM
Calis @ Does not repeat
_@ © @ Nhom demo General
e
o] Obstcidau
® O jicom X
= U S|V & s Pargrep B|es == E = = B9
&n déi v6i ngusi khéng c6 tai khoan Mi 't Teams:
rive.google.com/file KWMQrtgETTVX7mb3j3jsqkmak7/vie sharing
® 0 trudc 15-20 phiit dé chusn bi cudc hop online.
=]
Apps - T
i - Hop vé céch thiét lap mét CHTT.
- Hop vé céc vén dé xung quanh mét CHTT.
@
Help

Hinh 7: Lén lich mgt CHTT c06 thanh vién tham gia la ca bén trong truong va ngoai truong
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Giai thich thém hinh 7, thanh vién dugc moi tham gia bao gom:

v" Moi thanh vién cua Nhém demo, chic chin la nhitng thanh vién di cé tai khoan MST
cua truong.

v Moi thém thanh vién Tai khoan tem 13 la thanh vién c6 tai khoan MST cua truong.

v Moi thém 2 thanh vién ngoai truong qua email: tranvienphuc@gmail.com va

& C @ O B8 = nhttpsy//mail.google.com/ma #inb A =
.
= M Gmail Q = @ @ 52
~
O~ & -~
}- Soan thu ‘\\*
Bk .. Mo CECIENENE q O S
[ Hop thr dén 1 — &)
%  C6 gén ddu sao Tran Vién Phuc [13g30 - 18/08/2021] Hop vé CHTT - Luu y: - Hudng dan két ndi hop Phtc Tran Vién
© oitemén B3 20210722 HD h tranvienphuc@gmail.com
» Quantrong Quan ly Tai khoan Google ciia ban
Cisco Moi ban tham gia Hoi nghi virtual Cisco Connect ASEAN 2021 - Cap n
> Daglhi
B hii Google Maps Timeline & Tran Vién, diém ndi bat trong thang 7 clia ban - Email Dong thoi gi +4n Vién Phuc D3 ding xust
ir nhan dang t
L = = Z L v.phuc@ufm.edu.vn v
Meet Standard TrangHuyen LAI SUAT VAY TIN CHAP QUY 2.2021 - NGAN HANG STANDARD CHA

e v N hotrokythuat@ufm.e... D& dang xuat
Trén Vién Phic Canceled: hop test - néi dung ok https://teams.microsoft.com/l/meei hotrokythuat@ufm.eduvn v

Hinh 8: Hé thong MST guri loi moi hop triec tuyén dén ngwoi tham gia qua email

B¢ Cudc hop méi

Tuy nhién, d6i voi mot sé tai khoan email vo tinh hoac ¢b y bi bat gap cac van dé vé bao mat
thdng tin nhu spam mail hoic sir dung email khong ding cach, mail cua hé théng MST tu dong
giri s& bi chuyén vao hop Spam “thu rac” ctia ngudi nhan. Thém nira, ddi voi mot sé t6 chac co
trién khai h¢ théng email tén mién riéng, do tinh chat an toan thong tin, ngudi quan tri h¢ théng
email thiét 1ap chan cac email ty dong giri dén mién cua ho. Cac diéu trén dat ra cau hoi: liéu mail
ma hé théng MST ¢6 giri dén noi nguoi tham gia ma nguoi to chitc CHTT mudn mai hay khong?

Do @6, khi t6 chirc mot CHTT c6 moi ca ngudi bén ngoai truong tham gia, nguoi to chirc
CHTT ngoai cé4c thiét lap nhu huéng dan & trén can phai soan va gui thém mot mail thi cong dén
nhitng nguoi tham gia bén ngoai truong nhu hinh 9 dudi day. Can luu ¥ giri thém hudng dan tham
gia CHTT vi khong chéc rang ngudi tham gia da timg tham gia mot CHTT qua hé théng MST nhu
thé nay hay chura.


mailto:tranvienphuc@gmail.com
mailto:tamdt@vnpay.vn
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<« C @ O B8 &2 nhttpsi//mailgoogle.com/mail/u/0/#inbox/Qgrc/HrtvXGNBS(GGmHCawZNLSBbbhgVhmb 0% 1Y =
= M Gmail Q 2 @ ® = 2
“ g 0 & o ¢ e » 22trong18ng S5 1.678 < > B
|- soantnu
~
> 2L s L TR e Ay i i " IR %
O iop thirdin VIv: Toa dam truc tuyén: "Nang chuan dau ra Ngoai nglr doi vai sinh vién Trudng Dai hoc Tai chinh - ¢ B B
%  C6gan ddu sao Marketing" (8énngoai Hop thur dén x
@ Dditaman
®» Quantrong % Tran Vién Phiic <tvphuc@ufm edu.vn> 1548,271hg7,2021 Yy
> Dagli ¥ 16 truongthithuy, thieudao08, binhnth, thienln, nghedo, tuanpham, Tran, Bli ~
B Thunhip 8 Dear quy thay/cd,
» ® Danhmuc P . % <
o Em giti thém mail nay néu hé thdng MS Teams khéng gii dwoc dén quy thay/c 1&i moi hop online.
656 3 A
® 365 Microsoft Théng tin cudc hop online:
® ads 2 Théi gian: 08930 thi 6 ngay 30/07/2021 w
Noi dung_cudc hop: Toa dam truc tuyén: "Néng chun diu ra Ngoai ngiF ddi véi sinh vién Truréng Bai hoc Tai chinh - Marketing™
Meat 2 Lién két cudc hop online: https:/teams microsoft comil 1p-j0in/19%3a2IRMX2X0GCWINC! IWLE3 V ISFMM1%40thread tacv2/16273751228827context=%
W Cudc hop méi 70%22Tid%22%33%22887b9be1-6714-49ch-ace0-422efabcce2a%22%2c%220id%22%3a%22bdcafdc-4b57-4163-9c3f-5bcdbe137486%22%7d (dan lién két nay vao trinh duyét o
Ccudc hop clia toi web Google Chrome néu né khang tw déng bat 1én khi click vao).
oc hop
E

Lwuy:
- Xem huéng dan két néi hop truc tuyén ddi véi ngwoi khdng c tai khoan Teams: https /idrive. qoogle 17ivSitKWIMQrQEITVX7 mb3i3is gkmak? Miew”
- Quy thay/cd vao tréc 15-20 phiit 38 chudn bi cude hop online

Hangouts

BN i
“i-’z Tran Vién

+
—t

Tran trong va chan thanh.

Trén Vién Phiic
Chuyén vién Phong Cdng nghé thong tin
Trwong Dai hoc Tai chinh - Marketing

Tim ngudinao doé v BT 076 534 5374 | Email tv.phuc@ufm.eduvn

Hinh 9: Gui mail tha cong dén nhitng nguwoi tham gia bén ngodi trirong

Ghi chu dé 1: hudng dan két ndi hop truc tuyén déi véi nguoi khdng ¢ tai khoan MST, vui
long xem phu luc phia cudi cuing cua toan bd huéng dan nay.

Ghi chi dé 2: ngudi to chuc CHTT ¢6 2 céch lay lién két CHTT.

Céch 1: chon CHTT da duoc thiét lap dé hién ra bang nhu hinh 10, ré chuot 1én dong lién két
dé hién thi ra biéu tuong copy “sao chép”, ré chudt Ién biéu twgng copy, bAm chon, khi biéu tuong
copy chuyén thanh biéu twong v 1a két thiic dong tac sao chép thanh cong.

My calendar vl
Q Calendar [15g00 - 18/08/2021] Hop BGH lam

viéc véi vién Dao tao quéc té
B Today < > August 2021 v [ Week v
Aug 18, 2021 (All day)

Cha

s00 15 16 17 18 i 21
[(u)) 3 Edit %
e Sunday Monday Tuesday Wednesday Saturday
[09g00 - 17/08/2021] Hop [09g00 - 18/08/2021] Hop
o) [14g00 - 17/08/2021] Hop | | [14900 - 18/08/2021] Hop © Phong 13m viéc ctia don vi hodc & nha
Assignments [15g00 - 18/08/2021] Hop |
Jveun
— 5 Na
GBIy 2°M e > https://teams.microsoft.com/l/meetu... —_ v
Catendar { Trén Vién Phic
N
% N s
\ @ BGH lam viéc véi vién Dao tao quéc té >
N
. N () Chat with participants
- N
i .
4PM S Tran Vién Phic
Organizer
5PM
Apps
6PM
Help

Hinh 10: Céch thi# nhat ldy lién két CHTT

Cach 2: chon Edit “chinh stra” tir hinh 10 dé vao giao dién chinh stra cap nhat CHTT. Chon
Copy link “sao chép lién két” nhu hinh 11 13 hoan thanh dong tac sao chép lién két.
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Q =

Q [15g00 - 18/08/2021] Hop BGH Iam viéc véi vién Dao tao quéc t& chat Details Scheduling Assistant 23 o
S) X Cancel meeting Meeting options ~ -++ Tracking
Chat
) /115900 - 18/08/2021] Hop BGH lam viéc véi vién Do tao quéc td @ Tran Vién Phuc
e Organizer

&  Add required attendees + Optional

®©  8/18/2021 > 8/18/2021 1d All day
% () Does not repeat

i
=
Phong lam viéc clia don vi hodc & nha
O O G X
= B 7 U S|V A M mgmphv AR S T = |9 o = @

Luu y: Quy thay/co vao trudc 15-20 phit d€ chudn bi cudc hop online.
ES Nbi dung:
- BGH lam viéc vdi vién Dao tao qudc té.

Hinh 11: Céch thi hai ldy lién két CHTT
Giai thich thém ¢ hinh 11: Cancel meeting nghia la huy bo CHTT.

Mot cach khac dé Ién lich chi tiét mot CHTT 1a trong giao dién kénh General “chung” cua
mot nhdm bét ky. Chon Vv @ x6 xudng danh séach, chon tiép Schedule a meeting “1én lich CHTT”
s& hién ra giao dién Calendar “Lich” tich hop trong phan mém MST nhu hinh 4, myc thém kénh
s& mac dinh thém kénh General “chung” cua nhém hién tai vao.

Q =
a

< All teams [l General Posts Files Class Notebook Assignments 1 more : © Team @ -

Activty

@ 3 Meet now

Chat Nd E Schedule a meeting
00

| W
- Nhém demo
8 Welcome to Nhém demo
pssgomenss oo
8 T Choose where you want to start
& G binh thudng
Selerdec T6 hidu qua &
& =
L \ -
4 7
Upload Class Materials Set up Class Notebook
8

Apps

- ,
Hinh 12: Lén lich chi tiet CHTT ¢ giao dién kénh General “chung” cuia mgt nhom trong MST

1.1.2.Tao mét cudc hop truc tuyén tic thi
C6 2 cach tao CHTT turc thi:

v Mot 12 & giao dién nhu hinh 12 & trén, chon v dé x6 xudng danh séch, chon tiép Meet
now “hop ngay”. Mot cach khéc khi chon Meet “hop” chinh 1a chon lya mac dinh dau
tién Meet now. Lwu y, néu 5 ngudi trong Nhom demo thao tac nhw vay nghia la
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dang tao ra5 CHTT tirc thi ma méi ngudi dang ¢ trong 1 CHTT khéac nhau. Nhic
lai mdt 1an nira thao tac nay la tao CHTT chi khong phai tham gia vao CHTT.

v' Hai 1a & giao dién Calendar “Lich” duoc tich hop trong phan mém MST nhu hinh 13
dudi day, chon Meet now “hop ngay”, chon tiép Start meeting “Bét dau hop”.

Microsoft Teams Q_ Search
N -
Q Calendar I T—
activty
5) @ Today < > August2021 v Meeting name iackine
o Meeting with Tran Vién Phaq
& 15 16 17 1 8‘ 19
S Sunday Monday Tuesday Wednesday Thursday Gatainkitoshars
[09g00 - 17/08/2021] Hop [09900 - 18/08/2021] Hop 108930 - 19/08/20,
i [15900 - 18/08/2021] Hop |
] { 113930 - 18/08/2021] Hoy
) a \ [V g ] Hop

2 N =
0 N =

‘{) E Trén Vién Phic
i 3

Calis N

3pM

Hinh 13: Tgo CHTT tuc thi trong giao dién Calendar “Lich” duwoc tich hop vao MST

Nhu d4 n6i & phan dau, mot CHTT tirc thi khi duoc tao sé dién ra ngay lap tac va khong co
bat ky thong tin nao duoc 18n ké hoach chuan bi trudc d6 nhu danh sach ngudi tham gia, dia diém
va noi dung cudc hop. Di nhién, @& CHTT dién ra thi phai c6 ngudi tham gia vi hién tai mai chi
¢6 ngudi t6 chirc dang ¢ trong CHTT. Ngudi t6 chizc can nhanh chdng moi ngudi tham gia vao
CHTT. Nhuoc diém ciia CHTT tic thi ciing 1a wu diém caa n6, d6 1a cach thuc to chuc cap bach.

1.2. Tham gia cudc hop truc tuyén nhw thé nao?

Déi v6i CHTT tuc thi, dé tham gia CHTT, nguoi tham gia duoc ngudi to chirc moi truc tiép
vao CHTT theo tén tai khoan MST (ghi chi d6 1) hoic ngudi tham gia nhan lién két CHTT tir
ngudi t6 chic CHTT (ghi chii dé 2) nhu hinh 14 duéi day. Nguoi dung dugc khuyén khich ty tim
hiéu thém cach thtc t6 charc mot CHTT tie thi nhu thé nay.

Microsoft Teams UM ‘@

<9 Share invite

Currently in this meeting (1)

Tran Vién Phuc \a
g &

Invite people to join you

0055 BN N
Hinh 14: Giao dién nguoi t6 chirc moi nguoi tham gia CHTT
Déi voi CHTT duoc 18n lich chi tiét bai ban theo ké hoach trude d6, moi thdng tin vé CHTT

déu rd rang, danh sach ngudi duoc moi tham gia ciing day du.
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v' Dbi véi nhirg ngudi tham gia duoc moi ma khéng co tai khoan MST: xem huéng dan
phu luc & phia cudi cling cia huéng dan nay.

v' Déi véi nhitng ngudi tham gia dwgc moi ma cé tai khoan MST theo nhu hinh 7 (Add
required attendees) la “Tai khoan tam 13” sé nhan loi moi trong giao dién Calendar
dugc tich hop vao MST nhu hinh sau. Bé tham gia, chon CHTT, chon Join “tham gia”.

Microsoft Teams

Calendar

@ Today < > August 2021 v/
15 16
Sunday Monday
1PM
2PM

4 PM

Q_ Search

[ Week v
17 18 19 20 21
esday Wednes M calindir -~ Saturcay

[13930 - 18/08/2021] Hop vé CHTT
Aug 18, 2021 1:30 PM - 4:00 PM

“ Remove from calendar

© O batcd dau

[13g30 - 18/08/2021] Hop
V& CHTT
& bat cir s4u

Tran Vién Phic

G https://teams.microsoft.com/l/meetup-join..

A

Hinh 15: Giao di¢n nguwoi nhan loi moi tham gia CHTT khi dwoc Add required attendees

v' Pdi voi nhitg ngudi tham gia dugc moi theo nhu hinh 7 (Add channel) 12 Nhém demo
thi moi thanh vién trong nhom sé nhan loi moi trong giao di¢n kénh General “chung”
cua nhém. Dé tham gia, chon theo khung d6 nhu hinh 16 dé hién ra loi moi tham gia
CHTT nhu hinh 17, chon Join “tham gia”. Ciing & hinh 17, tuy chon Add to calendar
|a dé thém vao Calendar “Lich” cho tién theo d&i quan 1y cac CHTT nhu hinh 15.

Microsoft Teams

< Allteams

Nhém demo

General
T6 binh thudng

Té hituqua &

Q_ Search

m General Posts Files Class Notebook Assignments  Grades

Ot Meet ~ (D) -+

2 Team
Trén Vién Phic VYesterday 2:08 PM

Luuy:

- Hudng dan két ndi hop truc tuyén @6i v6i ngudi khéng c6 tai khoin Microsoft Teams:
https://drive.google.com/file/d/17iv5;rKWMQrtqEtTVx7mb3j3jsqkmgk7/view?usp=sharing
- Quy thay/cé vao trudc 15-20 phut dé chudn bi cudc hop online.

Néi dung:

- Hop vé cach thiét 1ap mot CHTT.

- Hop V& cac vdn d& xung quanh mét CHTT.

See less

a==  [13g30 - 18/08/2021] Hop vé CHTT
B Wednesday, August 18,2021 @ 130 PM

« Reply
Meeting in “General” ended: 8s @
</ Reply
Meeting in "General” ended: 24s @

[ New conversation

Hinh 16: Giao di¢n nhdn loi moi tham gia CHTT khi Add channel
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[13g30 - 18/08/2021] Hop vé CHTT Chat Details Close

}- Add to calendar G2 Copylink = Forward Tracking

%) Tran Vién Phuc

=/ Organizer

&= August 18, 2021 1:30 PM - 4:00 PM

3@ @ Nhom demo General 1 TaiKhoan Tam 13
Unknown
& bit cir dau o
tranvienphuc@gmail.com
Unknown
= Luuy:
- Hudng dan két ndi hop truc tuyén d8i véi ngudi khéng c6 tai khoan Microsoft Teams:
hit e.google.com/file/d/17iv5jrKWMQrtqETVx7mb3j3jsqkmak7/view?usp=sharing

- Quy thay/co vao trudc 15-20 phiit dé chudn bi
Ngi dung:

- Hop V& céch thiét 1ap mét CHTT.

~ Hop v& cac vin @8 xung quanh mét CHTT.

Hinh 17: Giao di¢én loi moi tham gia CHTT

udc hop online.

v' Déi véi nhitng ngudi khdng cé trong danh sach moi dugc 18n ké hoach trude dé6 ma chi

méi dugc xac dinh moi tham gia bat ngo ngay Idc hop:

e MOot, nguoi to chac CHTT m¢ lai giao dién tao CHTT chi tiét, & muc Add required
attendees cap nhat thém email hoac tai khoan MST ngudi tham gia.

e Hai, néu nguoi tham gia c6 tai khoan MST, nguoi t6 chic CHTT thém thanh vién
nguoi tham gia vao nhém ma cé Add channel trong CHTT.

e Ba, mot cach tién dung hon 1a gui lién két CHTT, hudng dan Iy lién két CHTT da
dugc trinh bay ¢ phan truéc.

1.3. Chuan bi ngay truéc khi vao cudc hop truc tuyén

O phan hudng dan nay, giao dién chuan bi ngay trudc khi vao CHTT Ia khi ding phan mém
MST qua trinh duyét web. Giao dién hop MST qua trinh duyét web va qua phan mém cai dat trén
thiét bi khong khac biét 1am. Nguoi dung dugc khuyén khich tu tim hiéu thém giao dién hop khi
ding phan mém MST cai dat trén thiét bi. Luu ¥ thém 1a phan mém MST tuong thich tét nhét véi
trinh duyét web Google Chrome.

Microsoft Teams Q_ Search

Choose your audio and video settings for

[13g30 - 18/08/2021] Hop vé CHTT

£33 Custom Setup

Hinh 18: Giao di¢n web ciia MST chudn b ngay trueéc khi vao CHTT

Truéc khi vao CHTT, bao gio phan mém ciing xuét hién thiét 1ap giao dién chuan bi ngay
truéc khi vao CHTT nhu hinh 18 dé nguoi dung tly chinh su riéng tu c4 nhan: tit/mé camera,

12
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tat/mé micro. Chon Custom Setup dé hién thi thiét Iap tiy chinh thanh phan nhu hinh 19 néu thiy
can thiét: Speaker “loa”, Microphone “micro” va Camera. Tét nhat 1a d&é mic dinh.

RN
Microsoft Teams S o URM w.ﬁ%

Choose your audio and video settings for

[13g30 - 18/08/2021] Hop vé CHTT Audigidevices

Headphones (2- High Definition Audi... \/

Microphone

Microphone (2- High Definition Audi...

Camera

1.3M HD WebCam (04f2:b23d)

£83 Custom Setup

Hinh 19: Giao dién web cia MST thiét Idp tiy chinh chudn bi ngay trieéc khi vao CHTT

2. Trong cudc hep truc tuyén
2.1. M@t sé lwu y va xir ly trong cudc hop truc tuyén

Nguoi tham gia CHTT c6 thé dung cac thiét bi két ni nhu desktop “may tinh dé ban”, laptop
“may tinh xach tay”, tablet “may tinh bang” hoac smartphone “dién thoai thong minh”.

Ngudi tham gia muén theo dai tt CHTT thi cac thiét bi két ndi dwoc ding nén ¢6 man hinh
(phét hinh anh), camera (thu hinh anh), micro (thu am thanh) va loa (phat am thanh).

Thong thudng laptop, tablet va smartphone da c6 day da phan cung thiét yéu dé tham gia
CHTT. Riéng ddi voi desktop phai trang bi thém camera, micro va loa (hozc headphone c6 tich
hop ca micro).

Céc thiét bi két néi phai c6 thoi gian trén thiét bi chinh xac mai tham gia CHTT duoc. Thuong
may tinh néu bj I3i thoi gian khong dung phai chinh lai cho dung thoi gian thuc.

Khi tham gia CHTT, dit liéu truyén nhan gém video (hinh anh dong) va sound (am thanh) la
rat 16n, doi hoi duong truyén Internet chd ngudi tham gia phai tét va 6n dinh. Néu hinh anh bj giat
hodc 4m thanh nghe dut doan, ngudi tham gia can phai kiém tra lai duong truyén Internet minh
dang dung. Truong hop khéc 12 c6 nhiéu thiét bi dang dung chung mang Internet gay nghén ¢
chai truy cap, cho nén can tat bot mot s6 thiét bi khac dang hut bang thong mang Internet.

Nguoi tham gia CHTT néu c6 bao céo bang file nén sir dung laptop dé c6 thé bao cao file tot
hon. Nguoi tham gia khong cd bao cao bang file, chi ngdi du va phat biéu thi khong nhat thiét phai
dung latop, cé thé dung smartphone hoic tablet. Mac du dung smartphone hoic tablet van c6 thé
bao cao bang file dugc tuy nhién giao dién nho gay kho khin trong thao tac.

Khi tham gia CHTT khdng bit bugc mé camera, khi phat biéu thi tw ma micro I1én, khi khéng
phét biéu thi tit micro dé tranh tiéng on ciia méi truong xung quanh gay anh huong dén CHTT
chung. Loi khuyén 1a nguoi tham gia can ¢ trong mot khong gian yén tinh dé hop, khéng bi tac
dong bai cac tap &m xung quanh.
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Hién nay, mot s6 hé diéu hanh, trinh duyét web, phan mém, chwong trinh diét virus,... dé
bao vé quyén riéng tu ctia ngudi dung s& co thé tu dong chan MST truy cap dén camera, micro,
loa. Cho nén, khi cac phan mém nay hoi vé quyén duoc truy cap dén cac thiét bi riéng tu, nguoi
tham gia can phai cho phép hoic tu thao tac bat 1én dé cd thé sir dung tham gia CHTT tét hon.
Huéng dan di véi phan nay sé khong co vi tly thudc vao loai hé diéu hanh, trinh duyét web, phan
mém, chwong trinh diét virus,... ma ngudi dung cai dat 18n may.

2.2. M@t sb chire ning chinh trong cudc hop truc tuyén

Phan nay hudng dan ding phan mém MST hop & giao dién web. Ngudi dung dwoc khuyén
khich tu tim hiéu thém giao dién hop khi ding phan mém MST cai dit trén cac thiét bi khac nhau.

Microsoft Teams

3 Show device settings
[ Show meeting notes
(D Show meeting details

I Enter full screen

(,“ B Gallery v
‘1
Q ) B Large Gallery (Preview)
D 2, Together Mode (Preview)
P

! i Keypad

Waiting o © Start recording

25 End meeting

(2 Turn off incoming video

e B &=
Hinh 20: Mét s6 chitc ndng chinh trong CHTT

Show device setting: hién thi thiét lap thiét bi, giong Custom setup ctia phan 1.3.

Show meeting notes: hién thi ghi chi CHTT.

Show meeting details: hién thi chi tiét loi moi CHTT.

Enter full screen: ché d6 hién thi toan man hinh, nhan phim ESC trén ban phim dé thoat.
C6 3 ché do hién thi CHTT trén giao dién web: Gallery, Large Gallery va Together Mode.
Start recording: bat dau ghi hinh CHTT, chon Stop recording khi muén ding ghi hinh.
Ghi chu dé 1: tat/mo camera.

Ghi chu dé 2: tait/mod micro.

Ghi chi dé 3: tit/mé khung chat.

Ghi chii d6 4: tit/mé thanh phan tham gia CHTT.

Ghi chii d6 5: Raise hand “gio tay” hodc Lower hand “ha tay” dé to y mubn phat biéu.
Ghi cha doé 6: thoat khoi CHTT.
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Ghi chu dé 7: chia sé dé bao cao (chirc nang nay chi c6 ¢ dién gia, ngudi tham du khong
c6). Néu mudn béo cdo, chon Screenshare dé chia s¢ man hinh nhu hinh 21. Khi dién gia bao céo,
man hinh dién gia hién thi nhu thé nao thi toan bd ngudi tham gia CHTT déu s& thiy nhu vay.

Microsoft Teams

\A/aitina far ntharc +A inin

[SSER - w ™ O

Screenshare PowerPoint

No files available

=

Microsoft Whiteboard Freehand by InVision

Hinh 21: Chire ning chia sé man hinh d@é bao cao trong CHTT

Dién gia c6 day du cac chuc nang nhu da trinh bay ¢ trén. Con dbi véi nguoi tham dy s& bi
han ché mot s6 quyén sau: s& khéng tu md camera hoac micro 1én duoc khi bi ngudoi to chiic CHTT
cudng ché tat di, khong co chic niang chia sé dé bao cao, chi co quyén Raise hand “gio tay” hoac
Lower hand “ha tay” dé ra hiéu dugc quyén phéat biéu.

Déi voi nguoi to chirc CHTT, ngoai nhitng chirc ning co ban trén con ¢ thém cac chirc niang
diéu khién CHTT nhu: moi thém ngudi tham gia, nang/ha quyén dién gia hoic nguoi tham du,
tat/mé camera va micro nguoi tham gia, dat nguoi tham gia 1am tiéu diém trong CHTT (nghia 1a
may quay sé& tap trung huéng vé nhimg ngudi tham gia dugc chon 1am tiéu diém),... Nguoi dung
dugc khuyén khich ty tim hiéu thém cac quyén nay khi 1a nguoi to chirc CHTT.

3. Sau cudc hop truc tuyén

Khong phai sau CHTT 1a két thic 1a cham hét. Véi giai thich cac ¥ nghia thoi gian (***)
trong giao dién 1én lich chi tiét mot CHTT cua hinh 4, hay hiéu nhu sau:

v' CHTT khi duoc tao ra s& ton tai mii mai nhu ¥ nghia 1a mot phong hop truc tuyén, no s&
bi mét di chi khi ngudi t6 chitc CHTT Cancel meeting “hty bo CHTT”.

v Bét ky ai biét phong hop truc tuyén déu c6 thé vao lai ¢ bat ci thoi diém nao khi n6 van
con ton tai.

Cau hoi dugc dat ra la ching ta vao lai CHTT dé 1am gi khi CHTT d4 dién ra roi?

Cau tra 10 1a @& xem lai noi dung khung chat va nhirg doan ghi hinh khi ngudi tham gia st
dung chirc nang Start recording.
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Microsoft Teams Q, Search e ‘@‘
Meeting chat
4

Nguyén Cén... 8/9,852AM @3
Em kinh chao quy Thay, C6!

ND

Tran Thi Kim ... 9?2
Da e kinh Chao Thiy Long va
Quy thay C6 al

TO0

Waiting for others to join...

Meeting

. Meeting

Reply

y 2 0 @ B & -

Hinh 22: VAo lai CHTT dé xem lgi néi dung khung chat va nhitng dogn ghi hinh

Ddi véi cac doan ghi hinh, chon truc tiép dé ma doan ghi hinh 1én xem. Chon (...) nhu hinh
23 dé x6 xudng cac tly chon khac dbi vai doan ghi hinh.

Microsoft Teams Q Search o ‘GP\‘
Meeting chat
4

Nguyén Cén... 8/9,852AM @3
Em kinh chao quy Thay, C6!

ND

8/9,858 AM @2

T0 Tran Thi Kin 9§ y
o Thay Long va

Dae
Quy thay C6 a!

O
b ? Meeting

& Open in OneDrive

G Get link
/i,‘ Learn more

/\ Report a problem

y 90 © @ @

Hinh 23: Vao lai CHTT dé xem lgi néi dung khung chat va nhizng dogn ghi hinh

4. Phu luc: Hwéng din két ndi cudc hop truc tuyén ddi véi ngudi khong co tai khoan
Microsoft Teams

Pé tien cho ngudi to chirc CHTT guri hudng din dén nguoi tham gia CHTT ma khong ¢ tai
khoan MST, toan bo huéng din cua phan nay da duoc tai 1én theo lién két sau:

https://drive.google.com/file/d/1rVeN6t 44S70KbzdpvoFcE36liIUQENOp/view?usp=sharing.
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