<\U\
DAIHOC QUOC GIA HA NOI
S TRUONG KHOA HOC LIEN NGANH VA NGHE THUAT

TRUONG KHOA HQC LIEN NGANH VA NGHE THUAT
PHONG PAO TAO VA CONG TAC SINH VIEN

HUONG DAN SU DUNG
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QUY TRINH PAO TAO TREN MICROSOFT TEAMS

Budc 1: Truy cap vao Microsoft Teams véi tai khoan e-mail VNU

(E-mail dang: m&_sinh_vién@vnu.edu.vn)

Budc 2: Vo 16p hoc tuwong ung véi Thoi khoa biéu.

Budc 3: Doc tai liéu Giang vién da dua Ién.

- Budc 4: Tham du bai giang truc tuyén thong qua tinh ning “Hop ngay”(“Meet
Now”) ctia Microsoft Teams theo dung Thoi khéa biéu.

- Budc 5: Lam céc bai tap Giang vién giao thong qua tinh nang “Bai tap”

(“Assignment”)


mailto:mÃ£_sinh_viÃªn@vnu.edu.vn

HUONG DAN SU DUNG MICROSOFT TEAMS

1. Cai dit phan mém

Chon b6 cai trong tng v6i hé didu 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 xubng cho may tinh -> Teams danh cho co quan va trudng hoc
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Tai xuéng Microsoft Teams

Két ndi va cong tac véi moi ngudi tir moi nai 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 trugng hoc
nho
i xuéng Teams
‘
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2. Truy cip phin 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/

PANG NHAP VA CAP NHAT THONG TIN TAl KHOAN

Khoi chay MS.Teams va tién hanh dang nhap bang cach nhap tai khoan ¢ 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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Sign in

9 cait@vnu.eduvn
caiﬂ@vnu.eduvn X

Enter password

Fassw:rd

No account? Create one!

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 nhip lin dau
Trong lan ding nhap dau tién vao MS Teams, hé thong s& yéu cau thay d6i mat khau.

X

a5 Microsoft
cait@vnu.edu.vn

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

Termsof use  Privacy & cookies

- Dong “Current password”: Sinh vién nhap mat khau dugc cap 1an dau

- DONg “New password”: Sinh vién nhap mat khdu méi

- Dong “Confirm password”: Sinh vién nhap mat khdu méi mot lan nita

Sau d6 4n Sign in dé dang nhap.

Luru y: Mat khiu moi phai dam bao tinh bao mat cao nén s& bao gébm céc ky tu, ky tu
dic biét va sb (vi du: Khinprol102#)
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3. Cap nhat thong tin tai khoan

Pirng quén viéc nay! Pay 1a bude ban can 1am chinh Xac dé chi dong qudn 1y dwroc
tai khoan cua minh trong qua trinh sw dung.

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

BT Microsoft

cait@vnu.edu.vn

your account secure

More information required

Use a different account

Cép nhét thdng tin tai khoan: cap nhat s6 dién thoai va email

X

cait@vnueduvn | 2

don't lose access to your account!

u can reset your password, we need to collect some info so we can verify who you are. We

am you - just to keep your account more secure, You'll need to set up at least 2 of the

@ Authentication Phone is not config
© Luthentication Email is not config
cancel

Pé cap nhat nhéan lan luot vao link
Set it up now

Your session will expire in 12:16

don't lose access to your account!

Please verify your authentication phone number below,

Authentication phone

We've sent a text message containing a verification code to your phone

. @m w

Nhap s6 dién thoai ca nhan, chon
“Text me”. Kiém tra tin nhin dién
thoai, nhap ma s6 nhan dugc vao box,
bam Verify

©2021 Microsoft  Legal | Privacy

X
Your organization needs more information to keep
Next
Terms of use  Privacy & cookies
X
B2 Microsoft cait@vnueduvn | 2
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don't lose access to your account! don't lose access to your account!

BN i, dia chi email (khong ding email Thay d4u tich xanh 1a da hoan thanh,
VNU), chon “Email me”. Kiém tra hom chon finish dé hoan thanh
thu, nhap ma sé nhan dwoc vao box, bam
Verify

. _ Your session will expire in 14:53 s e N Your session will expire in 14:45
©2021 Microsoft  Legal | Privacy 2021 Microsoft  Legal | Privacy

HUONG DAN SU DUNG CO BAN

1. Chuyén ddi ngdn ngir sir dung vé Tiéng Viét (néu cin)
- Sau khi cai dit va ding nhap vao phan mém xong, dé chuyén d6i ngén ng, chon
biéu tuong phia goc phai man hinh, rdi chon “Manage account”.
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Teams = General posts Hore page! Class Nottonk | Asihments Giadds - Reflact insights: Phong Dao o

’ ™ Hidden teams 1 Saved
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i Welcome to PDT ‘ <
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Choose where you want to start
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- Chon dén thé “General” (Biéu tugng banh xe ring cua)

Settings
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- Roi kéo xudng chon dé myc “Language”
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- R6i chon “Save and restart” va doi phan mém khoi dong lai

Settings

2. Tham gia lop hoc

Sau khi dang nhap thanh cong, sinh vién s& thdy c4c 16p hoc cia minh

Click chudt vao tén 16p dé tham gia vao 10p, giao dién s& hién thi nhu sau:

Q_ Search

< Allteams General Pposts Files Class Notebook Assignments 1 more I @ Team | S Meet @ -
Try @mentioning the class r ¢, 4es i start a conversation.
CNTT 14-01 DNU Ly W

¥ e

General
Cosdlptrinh-LdpA B

=] Meeting in "General” ended: Im 7s B

« Reply

=] Meeting in "General" ended: 375 "

& Reply

9 Nhém: Nhém nhigu chu...

W Tong Gia Cat Lgi: tao bdo la tao v...

L © Type here to search

Tab Posts (Pang bai): ding dé diang bai va twong tac vai giang vién. Tab File (Tép): upload

hoac download file tai li¢u.



Tab Class Notebook: sé tay giao vién.
Tab Assignment (Bai tap): 1am bai tap giang vién giao Tab Grade: Xem diém caa minh.
3. Tai bai giang va tai liéu tham khao

Chon tab File, chon file mudn tai, nhin chudt phai va chon download:

¥ Search or type a command
< All teams m General FPosts Files Class Notebook Assignments Grades Wiki e
m & Open @ Copylink & Download @ Delete =2 Pintotop -+ X 1selected = Tatcd Tailigu v
General

4080153 Thiét ké Webs... -

Ten~ D5 sua 8 | Nouai Sua di
General
2 hidden chanias Class Materials 4§ Chuyen Trung Tran
© 5 3. HTML Foundations Pa= t — Vestesdngt 91T AM  Chuyen Trung Tran
Open
{51 "4 - HTML Foundations Pa at9:11 AM  Chuyen Trung Tran
Copy link
.
~ 4 Delete
w2  1-Getting Started.pdf at9:10 AM  Chuyen Trung Tran
Pin to top
Rename

Open in SharePoint
Move
Copy

More

4. Tham dw bai giang trwc tuyén
Khi giang vién bat dau bai giang truc tuyén, sinh vién s& nhin thay nhu trong hinh dudi
day. Sinh vién click vao bai giang truc tuyén va nhan nat “Tham gia” (“Join”) dé truy cap

vao phong giang bai truc tuyén do giang vién tao ra.

- < All teams E General Posts Files Class Notebook Assignments  Grades Meeting Notes (D) +

c0a INE-LOC NUUYEN CNangea team Name Trom 4uUsuU110-U1 Ldp NN .NE| £ + BIL TO 4USUII0-UI Ldp Trnn .INEI £ + B

a Yesterday

235  The-Loc NGUYEN changed team name from 4080116-01 Lap trinh .NET 2 + BTL ... to 408011601-192 Lap trinh .NET
HH &' The-Loc NGUYEN has added NGUY?N TH? THU TH?0 and 23 others to the team.

Teams Today

408011601 Lap trinh .NET 2... -
The-Loc NGUYEN changed team name from 408011601-192 Lap trinh .NET 2 + ... to 408011601 Lap trinh .NET 2 + |

no
=]
oo

en Last read

i General
B8 . The-Loc NGUYEN 1034 PM

Calendar o Chao cac em! Thay da dua tai liéu 1én muc “Files” (“Tép"), cac em 6 thé vao doé dé 18y vé xem truc
\ s& theo thdi gian nhu TKB, cc em nhd online dé tham gia ding gi&
“NGUYEN TUAN ANH  10:34 PM
© Vinga
4
‘ &« Reply
Lan The-Loc NGUYEN 10:36 PM
% | Scheduled a meeting

Wednesday, February 19, 2020 @ 1230 PM

a Giang bai truc tuyén 1

- 37c

<« Reply

Start a new conversation. Type @ to mention someone.
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5. Lam bai tap

Chon tab Assignment (Bai tip), chon bai tip can 1am, sau khi 1am xong thi nhan nut

Submit hoac (Turn in)

Q Search Q = X

v Assigned

To view older assignments, navigate to an individual class team.

Bai tap tuan 1

NTT 14-01 DNU + Due tomorrow at 11 PM

Assignments > Completed

S

12:49 CH
19/02/2021

L © Type here to search 8 < 5 ; a5 ENG

i

6. Xem diém bai tap
Sinh vién chon tab “Grades” dé xem diém cac bai tdp cua minh. D61 véi bai tap trac
nghi¢m, diém s€ dugc cham tu dong bang phan mém. Con doi véi bai tap ty luan, diém s€

hién thi sau khi gidng vién cham bai xong.



HUONG DAN LAY LAI MAT KHAU MSTEAM

Buéc 1: Truy cip Microsoft Teams, chon Quén mat khau?

Quén mat khau?

Truy cap Microsoft Teams, chon Quén mat khau?
Bwéc 2: S€ ¢6 2 hinh thirc nhan ma bao mat cho tai khoan cua ban:
« Email: 1 ma bao mat s& giri vé& hop thu cho tai khoan email cta ban.
o Text: 1 ma bao mat s€ gui vé hop thu cho s6 dién thoai cua ban.
Chon hinh thirc ma ban muén nhan ma bao mat > Chon Nhian ma.


https://account.microsoft.com/account?lang=vi-vn

Nhan ma

Chon hinh thirc ma ban mudn nhan ma bao mat > Chon Nhan ma
Bwéc 3: Nhap ma bao mat ma ban da nhan vao 6 nhap ma > Chon Tiép theo.

Tiép theo |

Nhép ma bdo mat ma ban da nhan vao 6 nhap ma > Chon Tiép theo




Budrc 4: Tién hanh thay d6i mat khau tai muc Dt lai mat khiu caa ban > Chon Tiép theo.

Mat khdu mdi

Nhép lai mat khau

Tién hanh thay d6i mat khau tai muc Pat lai mat khau cia ban > Chon Tiép theo
Buwdc 5: Giao dién xac nhan mat khau cua ban da dugc thay d6i > Chon Pang nhap.

11



Bang nhap

Néu chua tu 13y lai mat khau (nhu d3 hudng din & trén) hodc phan ldy lai mat khau bi
101 thi nguoi dung thuc hién theo 1 trong nhitng cach dudi day:

Céch 1: Giri yéu cau xin cap lai mat khau bang email VNU dén vnunet@vnu.edu.vn
cling cac thdng tin can cung cap dé duoc hd trg cap lai mat khau bao gom:

1. Thong tin sinh vién gidng nhu trén thé sinh vién.

2. Binh kém cac file sau:

- Hinh chup thé sinh vién (chup ca 2 mat)

- Hinh chup chirng minh thu nhan dan hoac can cudc cdng dan (chup ca 2 mait)

- Hinh chyp chan dung nguoi ding dang cam thé sinh vién va ching minh thu nhan
dan (can cudc cong dan)

Sau khi xac thyc thdng tin chinh xac thi VNU s& cip mat khiu méi va gii lai.

Luu y: Néu sinh vién chua dugc cap thé sinh vién thi chi can chup CCCD

Céch 2: Cach nay ap dung cho trudng hop vé6i sé lwong ngudi quén mat khau nhiéu
thi cac ban c6 thé tap hop danh séch va thdng qua quan Iy 16p giri yéu cau cip lai mat khau.


mailto:vnunet@vnu.edu.vn
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