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SR PHAN MEM MICROSOFT TEAMS

I. CAI PAT VA TRUY CAP MICROSOFT TEAMS (MS.TEAMS)

1. Cai dit phan mém

Chon b6 cai twong (ng véi hé diéu hanh va tai vé may

- Tai phan mém vé may tinh va cai dat tir dia chi: https://www.microsoft.com/vi-
vn/microsoft-teams/download-app#for-desktop

- Chon Tai xudng cho may tinh -> Teams danh cho co quan va trudong hoc

X +

osoft-teams/download-app#or-desktop
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Tai xuéng Microsoft Teams

K&t néi va cong tac véi moi ngudsi tir mei noi trén Teams,

Tai xuéng Microsoft Teams danh cho may tinh chay
Windows

Teams danh cho gia dinh hoac doanh nghiép Teams danh cho co quan hoac trudng hoc <:
nho
.
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2. Truy cap phan mém
- Céch 1: Truy cap truc tiép bang phan mém sau khi da cai dat xong trén may
- Céch 2: Truy cap vao dia chi trang web: https://teams.microsoft.com/

I1. PANG NHAP VA CAP NHAT THONG TIN TAI KHOAN

Khoi chay MS.Teams va tién hanh dang nhap bang cach nhap tai khoan c6 dang
MSSV@vnu.edu.vn va chon Next dé nhap mat khau roi chon Sign In



https://www.microsoft.com/vi-vn/microsoft-teams/download-app#for-desktop
https://www.microsoft.com/vi-vn/microsoft-teams/download-app#for-desktop
https://teams.microsoft.com/
mailto:MSSV@vnu.edu.vn
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cait@vnu.edu.vn
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Enter password

No account? Create one!

Passwc rd

Can't access your account?

Forgot my password
Back Next

Sign in with another account

Q Sign-in options

Terms of use  Privacy & cookies

Terms of use  Privacy & cookies - -+

1. Ping nhap lan dau
Trong lan dang nhap dau tién vao MS Teams, hé thong sé& yéu cau thay d6i mat khau.

s

BE Microsoft

cait@vnu.eduvn

Update your password
You need to update your password because this is
the first time you are signing in, or because your

password has expired.

[current password

New password

Confirm password

Terms of use  Privacy & cookies
- Dong “Current password”: Sinh vién nhap mat khau duoc cip lan dau
- Dong “New password”: Sinh vién nhap mat khau mai
- Dong “Confirm password”: Sinh vién nhap mat khau mai mét lan nira
Sau d6 4n Sign in dé dang nhap.
Luu y: Mat khau méi phai dam bao tinh bao mat cao nén s& bao gdom céc ky tu, ky tu
dac biét va sé (vi du: Khinpro1102#)



2. Cap nhat théng tin tai khoan

Pirng quén viéc nay! Pdy la budc ban can lam chinh xde dé chii déng qudn Iy duwoc
tai khoan cua minh trong qua trinh su dung.

Sau khi d6i mat
khau mai thanh
cdng, hé thong
s& y8u cau cap
nhat thong tin
dé bao mat tai
khoan. Nhan
Next va thuc
hién lan luot

Cap nhat thong tin tai khoan: cap nhat so dién thoai va email

don't lose access to your account!

n reset your password, we need to coll

m you - just to keep your account i

me info so we can ver

you are. We

re. You'll need to set u

oAu:-"Er\t-caU:‘n Phone

e is not configys®d. Set it up now

Dé cap nhat nhan lan luot vao link
Set it up now

~ Your session will expire in 12:16
©2021 Microsoft  Legal | Privacy

cait@vnu.eduvn

X

S Microsoft

cait@vnu.edu.vn

More information required
Your organization needs more information to keep
your account secure
Use a different account

Next
Terms of use  Privacy & cookies
X X
| ? % Microsoft cait@vnueduvn | 2

Authentication phone

We've sen

©2021 Microsoft  Legal

don't lose access to your account!

Please verify your authentication phone number below,

nt a text message containing a verification code to your phone

v

@wagam

Nhap s6 dién thoai cd nhan, chon
“Text me”. Kiém tra tin nhin dién
thoai, nhap ma s nhan dwoc vao box,
bim Verify

Privacy
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‘ verify D Gain

Nhap dia chi email (khdng ding email
VNU), chon “Email me”. Kiém tra hom
thw, nhap ma sb nhan dugc vao box, bim
Verify

Microsoft  Legal | Privacy

)

cait@vnueduvn | ?

don't lose access to your account!

this page.

use the info below to recover your account i you forget your password. Click *finish® to close
entication Phone is set to =840 hange

Thay diu tich xanh 1 da hoan thanh,
chon finish dé hoan thanh

I1. HUONG DAN SU DUNG CO BAN

1. Chuyén d6i ngon ngir sir dung vé Tiéng Viét (néu can)
- Sau khi cai dit va dang nhap vao phan mém xong, dé chuyén déi ngén ngi, chon
biéu tuong phia géc phai man hinh, rdi chon “Manage account”.

=
.=, Teams = [l Gereral poms Fics Homepage Class Notehook Assignments Grodes Rt Isights -+

Welcome to PDT

Chaose where you want to start

aL g ‘

Set up Class Notebook

7

Upload Class Materials
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- Chon dén thé “General” (Biéu tugng banh xe ring cua)

Settings
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- R&i kéo xudng chon dé myc “Language”
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- Tai muc “App language” ban miii tén chon “Tiéng Viét”
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- Rdi chon “Save and restart” va doi phan mém khoi dong lai

Settings

€1 General Language
& Accounts
& Prvacy

Y Roiiations Tiéng Viét (Viét Nam)

ces Keybosr:
App permissions

T Accessivity check (requires restarting Teams)

& cais Delegation

egates con make and receive cals on your bena
Manage delegates
Display
To restrt,right-cick the Teams icon n t
) Turn of animations (requires
Out of Office
Schedule outof off

Schedule

2. Tham dw lép hoc
Dbang nhap xong man hinh cd giao dién cac 16p hoc cua sinh vién
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[ Cude hoi thoal mdi
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Pén gid hoc, sinh vién click chudt vao kénh ciia mon hoc dé tham gia hoc. Khi giang
vién di tao 16p hoc, sinh vién s& thay:
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Cuéc hop trong *General* Tham gia

i t3) . 1 cap nhat
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Test

Dén han 26 Thgd

Xem nhiém vu

Baitip 16:03
=} Chi tiét nhiém vu d dudc thay ddi.

« Tralei

Tin nhan doc gan day nhat

Cudc hop trong "General” 00:56 @

Tham gia

B¢ Cusc hop trong “General” d bt ddu
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An “Tham gia” dé bat ¢au vao l6p hoc.
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3. Tai bai giang va tai liéu tham khao

Chung Baiding Tep — 0 Hop

B Chinh stta d dang xem lugi il M& 12 Chiasé @ Saochépliénkét ] Bién phin ndy thainh méttab & Taixuéng X Pichon imuc = Titcahilieu v ¥ O

Tai liu > General

O Tenv D sia ddi Ngusi Sira déi + Thém cot
74 Tailieu Idp hoc Phéng Dao tao
) “CVBLT4xisx & Mé > \g Pao tao
Xem trudc
Chia sé

Sao chép lién ket

Bién phan nay thanh mét tab

Quén Iy quygn truy nhap
‘ Tai xudng

Xoa

Déi tén

M@ trong SharePaint

Ghim Ién diu

Di chuyén dén

Sao chép dén

Xem thém >

Chi tigt

Sinh vién chon thé “Tép” -> tick chon file muén tai -> an chudt phai -> chon Tai
xudng dé tai tai lieu



4. Lam bai tap
Sinh vién chon tab “Bai tap”, chon bai tap can lam
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Sau khi lam bai tap xong

sip ez A "
Bai kiém tra gitra ky Ribng c6 diém
Dén han vao ngay mai lic 23:59

B: 1QA-2023.xlsx

Z Binhkem + Mai
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Sinh vién chon “Pinh kém” d¢ tai bai 1am ciia minh, sau d6 chon “Nop bai” dé gui
bai lam cho giang vién

5. Xem diém bai tap

Khi giang vién da cham diém bai tap xong, sinh vién vao tab “Piém?, chon bai tap
can lam, ¢ day diém cua giang vién da chdm s& hién thi nhu hinh dudi

n m Diém

< Quay lai
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6. Cac luu y d6i véi sinh vién trong mét budi hoc truc tuyén

6.1. Nhirng viéc NEN lam

- Poc ky tai liéu va cac huéng dan hoc tap ma giang vién cung cip. Chuan bj sin
cac ¥ tuong, cau hoi dé tuong tac khi giang vién khuyén khich, yéu cau.



- Tham du budi hoc ding gio, dang nhap vao hé thdng trudc gio giang 5-10 phut
dé chuan bi, kiém tra mtc d6 sin sang cua trang thiét bi hoc tap (duong mang, mic,
webcam). Uu tién dung mdy tinh c4 nhan thay vi thiét bi di dong.

- Chuan bi khéng gian ngdi hoc yén tinh, du anh sang, it tap am.

- Ghim (pin) hinh anh/tén cua giang vién dé dam bao ludn nhin thiy cac tuong tac
bang hinh anh cua giang vién (cach lam: trong danh sach nguoi tham gia budi hoc, bam
vao dau ba cham canh tén giang vién, chon “Pin”).

- Ty tat micro va/hoic webcam tai may tinh cia minh khi dang nghe giang hoic
khong c6 khong tuong tac, thao luan. Trong qua trinh giang vién giang, c¢é thé néu trudc cau
hoi & phan CHAT.

- Ngét chudng dién thoai; thoét cac ing dung tuong tac trén mdy tinh dé tap trung.

- Bam nat Két thuc (hinh dién thoai mau do) sau khi két thac budi hoc.

6.2. Nhirng viéec KHONG nén lam

- Vao 16p cham, khéng tap trung trong budi hoc, on o trong budi hoc

- T4t micro cta giang vién va ca lép khi khong duoc yéu cau

- L4y quyén thuyét trinh (take control) cua giang vién khi thiay/cé dang giang bai
bang slides
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