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Chuwong 1. CAI PAT, PANG NHAP VA KHOI TAO
1.1.  Gié6i thiéu phin mém va cai dit:

Microsoft Teams (MS Teams) 1a mot hé thong cung cap chat, meetings, notes, va
te¢p dinh kem. Dich vu tich hgp véi bd Office 365 cho thué cua cong ty, bao g6m bd
Microsoft Office va Skype, va cac tinh ning mé rong ma co thé tich hop véi cac san pham
khong phai ciia Microsoft.

Dé cai dat Microsoft Teams:

- Véi tat ca thiét bi: https://teams.microsoft.com/downloads. Hién tai Teams da
hd trg cho Windows, Mac, I0S, Android.

Ngoai ra ban cb thé  su dung truc tiép trén web tai dia chi:
https://teams.microsoft.com

1.2. DPang nhap

- Tai khoan dang nhap cua sinh vién UIT c6 dang mssv@ms.uit.edu.vn.

- Tai khoan cuia can bg, giang vién dang lam vi€c tai truong PH Cong ngh¢ Thong
tin s€ c6 dang khoan abc@hcmuit.edu.vn trong dé abc la tén theo dinh dang email

dang st dung.

1.3. Giao dién va tinh ning co ban:

Chiing i da g8p sy c6. Dang két ndi lai... Lam méi ngay.

8" Tham gia hoac tao nhom

n

Ho Trg Giang Vien H6 Trg Ky Thuat Sinh Vien

Giao dién phan mém
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Mot so6 tinh nang co ban cua Teams:

- Teams — Tim kénh dé tham gia hay tao kénh ctia chinh ban. Bén trong cac kénh,
ban c6 thé t6 chirc cac cudc hop tai chd, ¢ cac cudc hoi thoai va chia sé tep.
Calender — Xem tat ca moi tht ban dé sip xép trong ngay hay tuan. Hoic 1én
lich cho mot cude hop. Lich nay déng b0 voi lich Outlook cua ban.

Calls — Trong mot sd truong hop, néu t6 chirc cua ban di thiét 1ap, ban co thé
goi bat ky ai tir Teams, ngay ca khi ho khong sir dung Teams.

Activity — Ban s& nhin thay tit ca cac tin nhan, thong tin dugc dé cap dén minh,
cac phan hoi (khi ban dit cAu hoi trong phan chat, thao luan) va cac thong bao
khac tai muc nay.

Chat — Chtra cac nhoém, ca nhan ban dang trao ddi hodc tao méi nhom cé nhan
dé trao d6i cho muc dich cua ban.

Tham gia 16p hoc va tao nhom:

1.4.1. Tham gia cac l6p hoc:

- Chuan bj tai nghe, micro va dién thoai thong minh hodc PC co két ndi mang.

- Cai va dang nhap vao phﬁn mém Microsoft Teams trén PC, trén dién thoai hodc

str dung truc tiép tai https://teams.microsoft.com. Thong thudng, dé sir dung on

dinh, hiéu qua sinh vién nén str dung phan mém trén laptop.

St dung ma Code mén hoc dugc cung cip dé tham gia vao 16p hoc theo lich thoi
khoa biéu bang cach chon Join or Create team -> Nhiap Code -> Tham gia 16p

hoc.

(Thuec hién theo hinh huéng dan)

H8 Trg Ky Thuat Sinh
Vién

Ha Thaing Day Ty

Tuyén UIT Hé Tro Giang Vién

Microsoft Teams

< Quay lai

Tham gia hoac tac nhédm

et

Tham gia nhém bang ma Life Develop
Céng khai

Trang 4/16



https://teams.microsoft.com/

- Sau khi tham gia vao 16p thanh cong, sinh vién chon mon hoc theo thoi khoa

bi€u dé bat dau vao hoc online.

Chung Baidaang Tép Class Notebook Baitap Grades +

Test

Chung OL f

Tai I&én tai ligu 1&p hoc Thiét 13

Bat dau cudd

Ar 2 @ @B B o >

1.4.2. Tao nhom hoc tip:
1.4.2.1. Tao nhom:
Sinh vién c6 thé tao nhom dé trao ddi cting ban bé trong qué trinh hoc tp bang cach

thuc hién cac budc:

s @ 0

Hé Théng Day Tnic Hop t6 ky thuét day tnfc i . . 18 Tr K Thuat Sinh
8 Thong Day Truc {op t6 ky thuat day tnuc H8 Trg Giing Vién HG Trg K Thuat Sinh

Tuyén UIT tuyén vien

Budc 1: Chon Teams trén thanh cong cu.
Buwdre 2: Click Join or create team

Buwée 3: Chon Create a team

Microsoft Teams Tim kiém hc

< Quay lai

Tham gia hoac tac nhém

Life Develop

Céng khai

gia nhom? Nhap ma

ph3n phia trén

Trang 5/16




Buwde 4: Chon hinh thirc cia nhom

Select a team type

4

Class Professional Learning
Discussions, group projects, Comm unity (PLC)

assignments Educator working group

School administration and Clubs, study groups, after school

A

‘vi
( o

Staff Other

development activities

Cancel

Tuy theo muc dich ma sinh vién ¢ thé chon hinh thirc cho phii hop. Hién nay (tinh
dén ngay 21/7/2021), MS Teams ctia UIT ¢6 6.615 nhom. Trudng chi khuyén khich sinh

vién tao nhém cho vi¢c hoc dé viéc sit dung MS Teams that sy c6 hi€u qua.

Admin c6 thé kiém soat va thay tat ca cac nhém dugc tao.
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Bude 5: Thém thanh vién vao nhom hodc bo qua va thém thanh vién sau khi da tao
nhom thanh cong

Add members to Test

Start typing a name, distribution list. or mail enabled security group to add to your team.

Start typing a name or group

Hét budc ndy, hé thong sé& tu dong tao mot Teams.

NM

Nhap mén lap trinh
Welcome to Nhip mén lap trinh

oy

Moi mét nhém déu c6 ma/code. Ban c6 thé moi thanh vién nhom bang ma nay hoac

thém vao tryc tiép.

Cach gui ma nhom/16p: Chon tuy chon -> Manage Team-> Setting -> Team code -
> Copy va giri Team code dén thanh vién dw kién.

1.4.2.2. Bit dau budi hop nhom:

Chuan bi tai nghe, micro, webcam va PC co két ndi mang. Chon 16p hoc mudn bat

dau, vao muc “Chung”
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1. Chon chtric nang “hop ngay”

< Ta&at ca cac nhom

LE

Test

Chung

2. Dit tén budi hoc.

-

Chung Baidang Tép Class Notebook Baitap Grades

1

iy

Tai Ién tai liéu I&p hoc Thiét 1a

53 Pao Loc Binh da thay ddi mo ta nhém

bB | Noi trao daéi lich hoc

<« Tralsi

Bat dau cudc héi thoai mdi @ dé€ dé cap dén mét ngudi nao dé

A 2 O @B B & > 9 @

3. Tuy chon: Tat/mé camera, chon camera (truong hop c6 sit dung nhiéu webcam).

4. Bit dau budi hoc/ hop nhém
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Chuong 2. CAC THAO TAC

Cac thao tac co ban:

NM  General Posts Files Class Notebook Assignments Grades -+

2.1.1. Posts:
- Payla dién dan chung dé trao ddi voi cac thanh vién trong 1op, ban co thé thuc
hién mot sb chue:
o Giri thong bao dén cac thanh vién trong 16p.

Start a new conversation. Type @ to mention someone.
A Q@B B d B Q

Chon Format d€ m¢ rong tinh nang cua vi¢c.soan bai viet.

[# Mew conversation ~  Everyone can reply [ Post in multiple channels

B I Q (T:r l‘Er'J 5 #A Paragraph Ix T

Add a subject

Start a new conversation. Type @ to mention someone.

O Ol ==

,

Sau khi soan xong, bam giri dé guri dén cac thanh vién 16p.
o Dinh kém file tai li¢u, bai giang.
o T6 chiic Meeting (tinh ning duoc néi dén trong phan sau)

2.1.2. Files:
Noi luu trit toan bo cac tap tin lién quan dén bai giang.

NM General Posts Files ClassNotebook Assignments Grades -+

+ New T Upload @ Copylink L Download -+ Add cloudstorage @ Open in SharePoint = All Documents

General

Name v Modified | Modified By

Tai liéu 16p hoc Luang V4n Song
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O bat ky noi nao trong Teams, hdy tim biéu tuong chiéc ghim kep

gidy ¢ dé Pinh kém mot tép. Hodc:

D1 to1 tab Tép.
Chon Tai lén.

Chon mot hodc nhiéu tép tor may tinh thiét bi hodc tir tai khoan OneDrive

for Business.
e Chon M¢.

2.1.3. Class Notebook: ghi chép lai.
Ban c6 thé dung phan nay dé ghi chu khi Giang vién giang bai hodc khi
trao d6i nhom. Céc tinh ning nang cao vé phan nay ban, co thé tim doc khi
click vao Class Notebook

Néu ban chon dinh dang nhom la Staff thi phém nay s& la Staff Notebook.
Tuong tu véi PCL=> PCL Notebook va céc hinh thirc khac twong tng

@, General Posts Files Class Notebook Assignments Grades -t A C © 0 Meet v

Home Insert Draw View Help Open in Browser v Q  Tell me what you want to do g

I U &~ Av e =y e | Ay By By B

Welcome to Class Notebook

Your OneNote Class Notebook is a digital notebook for the whole class to store text, im
handwritten notes, attachments, links, voice, video, and more.

Each notebook is organized into three parts:
B
1. Student Notebooks — A private space shared between the teacher and each individual student. Teache
access every student notebook, while students can only see their own.
2. Content Library — A read-only space where teachers can share handouts with students.
3. Collaboration Space — A space where everyone in your class can share, organize, and collaborate.
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2.1.4. Assignments: tao bai tap, khao sat.
MM General Posts Files Class Notebook Assignments Grades —+
Upcoming 7

Drafts (0)
No draft assignments yet.

-~ Assigned (0)

Assignment

Looks like everything's been graded.
Quiz

From existing

Ngoai c4c tinh ning trén, MTS con cung cdp nhiéu img dung mo rong do Microsoft
phat trién, ban c6 thé tham khéo thém tai office.com.
CA4c thao tac nang cao trong/budi hec trirc tuyén (meeting)

- DBé td chirc mdt cudc hop trong16p, ban chon Meeting tai tag Posts. Tai UIT, nguoi

bét dau 16p hoc 13 giang vién phutrach 16p hoic tro giang. Sinh vién khéng duoc tur

¥ bat dau budi hoptkhikhong duoc cho phép.

Start a new conversation. Type @ to mention someane.

Y ¢0WE B @

- Khi giang vién bat dau 16p hoc, ban bam Join. Chi tiét qua trinh nay ban c6 thé
xem tai https://www.youtube.com/watch?v=d6fv4dMHNTrs - phat 03:06
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Cira s6 hién thi khi tham gia 16p hoc:

TAt/Bat TAt/Bat

camera Micro

Tat/Bat va Két thiic

cai dat chia budi hoc

sé

Céc cai dat K
S

TAt/Bat cira
0 tro chuyén

TAt/Bat cira s6 danh
sach nguoi tham gia
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Cac cai dat - _ )
3 Show device settings

Show meeting notes

Chon tai thanh cong cu

nat Cac cai dat, chon

) . I Enter full screen
Show device settings.

Blur my background
Turn on live captions (preview)
Keypad

(O Start recording

Turn off incoming video

Device settings

Audio devices Chon thiét bj am
thanh dau vao

PC Mic and Speakers

Speaker

Speakers (Conexant SmartAudio HD) v/ Chon thiét bj am
thanh dau ra

) ®

Microphone
Microphone (Conexant SmartAudio ... W/ . ,Lea
Kiém tra tin hiéu
9
Camera
vMix Video v Chon camera:
webcam, phan

Meeting settings

Private viewing On

Allow participants to move through shared
presentations on their own
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- Chia sé man hinh/tai li¢u/bai giang... Khi bam vao nut chia s¢, ban s€ nhan

duoc cira s6 tuong tu, ban s€ chon ndi dung mubn chia sé.

o Mady tinh dé ban cho phép ban hién thi moi thtr trén man hinh ciia ban.
Cira s6 cho phép ban hién thi mét ung dung cu thé.
PowerPoint cho phép ban hién thi ban trinh bay.

Duyét cho phép ban tim thay tép ma ban mudn hién thi.

52 B & ) e

\:| Indude system audio

Desktop Window PowerPoint Browse  Whiteboard

I No files available
2 i 9

Screen #1 Budi 1 (Meeting) | Micro... Microsoft Office Home - .

I

Sau khi ban chon ndi dung ban mudn hién thi, vién mau dé bao quanh nhiing gi

ban dang chia sé. (Vi Linux s& khong c6 vién mau do)
Chon dirng chia sé dé dumg Hién thi man hinh cua ban.

*#*%Chija sé &m thanh hé théng cta ban cho phép ban dung 4m thanh may tinh
ctia ban dé tham gia cudc hop thong qua cac nhom. Ban cé thé dung n6 dé phat

video hoic clip 4m thanh nhu mt phan cua ban trinh bay.

(4] trong diéu khién cudc

Dé chia sé am thanh-hé théng cua ban, hay chon chia sé
hop cuaban va sau d6 bao gom 4m thanh hé thong. Khi ban chia sé, tat ca cac
am thanh hé théng cua ban, bao gé)m thong béo, s€ duoc dua vao cudc hop. bé
biét thém vé chia sé Am thanh hé thong, hiy xem chia sé 4m thanh hé thong trong

mot cudc hop nhém.
***Chia sé cac trang chiéu PowerPoint trong mot cudc hop

Néu ban chon chia sé tép PowerPoint trong mdt cudc hop, nguoi du sé nhan duoc
mét sd chirc nang dac biét:

Ho s& c6 thé di chuyén xung quanh céc trang chiéu khac nhau ma khong 1am gian
doan ban trinh bay chinh.

Ho c6 thé déng b6 hoa dang xem cua ho trd lai dang xem dién gia béng mét lan

bam chuot.
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https://support.office.com/vi-vn/article/chia-s%E1%BA%BB-%C3%A2m-thanh-h%E1%BB%87-th%E1%BB%91ng-trong-cu%E1%BB%99c-h%E1%BB%8Dp-nh%C3%B3m-dddede9f-e3d0-4330-873a-fa061a0d8e3b
https://support.office.com/vi-vn/article/chia-s%E1%BA%BB-%C3%A2m-thanh-h%E1%BB%87-th%E1%BB%91ng-trong-cu%E1%BB%99c-h%E1%BB%8Dp-nh%C3%B3m-dddede9f-e3d0-4330-873a-fa061a0d8e3b

Chon chia sé (] trong diéu khién cudc hop cua ban.

Trong phén PowerPoint , chon tép ban muén. Chon duyét dé tim tép khac.
Luuy:

Phan PowerPoint liét ké cac tép gan ddy nhat ma ban dd mo hodc chinh stra trong
site nhom SharePoint hodc OneDrive cta ban. Néu ban chon mot trong nhiing tép
nay dé trinh bay, tit ca ngudi du cudc hop s& c6 thé xem cac trang chiéu trong cudc
hop. Quyén truy nhap ctia ho vao tép bén ngoai cudc hop s& khong thay doi.
Néu ban chon duyét , roi chon trinh bay tép PowerPoint chua dugc tai 1én trudce day,
n6 s& duoc tai 1én nhu mot phan cua cude hop. Néu ban dang trinh bay trong mot
cudc hop kénh, t¢p duogc tai 1én tab tép trong kénh, trong do tat ca cac thanh vién
nhom s& c6 quyén truy nhap vao do. Néu ban dang trinh bay. trong mot cudc hop
riéng tu, t€p duogc tai 1én OneDrive cua ban, noi chi nhitng nguoi dy cudc hop s€ co
thé truy nhép né.

***Chia sé quyén trinh chiéu:

Ngoai viéc giang vién trinh chiéu hay chia s& man hinh, thi giang vién c6 thé

thém duogc 2 tinh nang khac:

Chia sé cho sinh vién/giang vién khéc thao tac trén trinh chiéu ctia minh dé trinh

bay tiép ndi dung.

Cho phép sinh vién/giang vién khac chia s¢ ndi dung ctia ho cho 16p hoc.

Cu thé s& dugcthong tin tai phan tiép theo.

Ghi lai bai giang.

ﬁk Show device settings

El Show meeting notes

I Enter full screen

% Blur my background
Turn on live captions (preview)

i Keypad

(O) Start recording

(44 Turn off incoming video
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Chon cac cai dat -> Chon Start recording -> Bit dau Rec -> Stop Rec khi két thic.

Luu y: trong mot budi hoc, tai mot thdi diém chi c6 mot nguoi Record va file luu

lai s& duoc cong khai cho ca 16p vi thé Giang vién phai thong nhat trude.

Cac quyén co ban
- Nguoi td chuc: ngudi tao ra 16p hoc co thé két thiic budi hoc va cac thao tac khac.
- Dién gia: c6 quyén chia sé ndi dung, tat tiéng, thay doi quyén ctia ngudi tham gia.

- Nguoi tham gia: xem va nghe ndi dung dién gia chia sé.

Trén day la cac huong dan co ban vé viéc sir dung MS Teams trong hoc tdp truc tuyén
danh cho Tén sinh vién Khéa 2021 tqi Truong DH Cong nghé Théng tin. MS Teams hién
nay c6 rat nhiéu tin ndng nang cao, wu viét,... hé tro tét cho'viée quan 1y, hoc tap. Vdn
phong Cac churong trinh Bdc biét sé gidi thiéu dén cac ban trong thoigian tai.

Tai liéu nay ciing dinh kém phan "Luu ¥ va héi - dap nhanh™ rdt mong cac ban tham
khdao.

Chuc céc ban hoc tdp tét véi Microsoft Teams.

Tran trong./.

Ban Bién tap - Van phong cac Chwong trinhDac biét
Trwong PH Cbng nghé Thdng tin, PHQG-HCM
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