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Huréng dan Giang vién siz dung MS Teams

1. Giéi thig¢u vé Microsoft Teams

Microsoft Teams ( goi tit 13 MS Teams ) 1a mot phan mém cung cap céc giai phap hoc tap, 1am
Viéc tir xa Véi cac tinh nang hoi thoai, dam thoai, video, chia sé tai liéu truc tuyén. MS Teams la
mot ing dung tich hop trong b Office 365, do do khi cai dat Office 365, tng dung MS Teams

sé duogc cai dat ty dong va kich hoat theo tai khoan Office 365 cua ngudi dung.

, Just can.
Will do, don't worry

|
a So let me know, okay?
ﬂ The meeting is now setup for
3pm on Monday & Good luck!!
Excited for you!
9 I'm sure you'll knock ‘em dead
Laurence G: Could you please send the options we're sharing with the
B | o (Farms o client tomorrow?

Dé c6 thé st dung day du va mién phi cac tinh ning cua MS Teams phuc vu cho nhu cau giao
tiép truc tuyén, ngudi ding can cé tai khoan Microsoft Office 365. Giang vién, sinh vién Trudng
Pai hoc Cong nghiép Thanh phd H6 Chi Minh c6 thé st dung email do Nha truong cap ( goi
chung 14 email IUH ) dé kich hoat ban quyén Office 365, trong d6 bao gdm Microsoft Teams.

Pé ding ky va st dung email IUH, sinh vién vui long xem hudng dan tai dia chi:

https://csm.iuh.edu.vn/quy-dinh-huong-dan/huong-dan-dang-ky-va-su-dung-email-iuh-cho-

sinh-vien
2. Cai dat va kich hoat MS Teams

Pé sir dung MS Teams, ngudi ding c6 thé lya chon nhitng céch sau:


https://csm.iuh.edu.vn/quy-dinh-huong-dan/huong-dan-dang-ky-va-su-dung-email-iuh-cho-sinh-vien
https://csm.iuh.edu.vn/quy-dinh-huong-dan/huong-dan-dang-ky-va-su-dung-email-iuh-cho-sinh-vien
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- Ping nhap va sir dung truc tiép trén trinh duyét web tai dia chi:

https://www.microsoft.com/en-ww/microsoft-teams/log-in

- Tai ban cai dat twong wng voi thiét bi va hé diéu hanh may khach: Thong thuong, sau khi
cai dat va kich hoat Microsoft Office 365 trén Windows 10, MS Teams sé& duoc cai dat va
kich hoat tu dong. Ngoai ra, ngudi dung cd thé tai ban cai dat tir trang chu va cai dit tha
cong. Tai liéu nay chi tap trung huéng dan nguoi dung cai dit va st dung MS Teams trén
hé diéu hanh Windows 10.

Lién két tai ban cai dat MS Teams:

https://www.microsoft.com/vi-vn/microsoft-teams/download-app

Tai xuéng Microsoft
Tea ms Nhan ndt Tai xuéng cho may tinh

dé tai ban cai dat

K&t ndi va céng tac vdi moi ngudi tr moi ndi trén Teams.

Tai xuéng cho may tinh

Tai xuéng cho thiét bi di déng

Luu y: Khdng nén tai ban cai dat tir nhitng nguon khdng xac dinh nham tranh trudong hop bi

nhiém ma doc.

Sau khi tai ban cai dat, theo mac dinh, chuong trinh cai dat dwoc tai xudng va luu trong thu muc
Downloads nidm trong thu muc gdc cia ngudi ding. Tién hanh truy cap vao thu muc chira ban

cai dat va khoi dong chuong trinh cai dat, MS Teams sé dugc cai dat tu dong.

Ngay sau khi cai dit thanh céng, mét cira s6 ung dung sé hién thi va nguoi dung c6 thé bat dau

st dung MS Teams.


https://www.microsoft.com/en-ww/microsoft-teams/log-in
https://www.microsoft.com/vi-vn/microsoft-teams/download-app
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B Microsoft X

Nhan nit Get started dé
bat dau

Welcome to Microsoft Teams!

Collaborate with your coworkers or coordinate with your social groups in one app.

—

a5 Microsoft

Nhap dia chi email ITUH

Sign in

A

luuguangduc@iuh.edu.vn

Nhéan nat Next dé chuyén sang
No account? Create one! nhap mat khau

Mext <
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luuguangduc@iuh.edu.vn

Enter password Nhap mat khau
T <
Forgot my password Nhan nat Sign in

sign in with another account

-

Thu dién t - Trudng Bai hoc Céng nghiép TP.HCM

Stay signed in to all your apps

Windows will remember your account and automatically sign you in fo your apps and
websites on this device. You may need to let your organization manage some settings
on your device.

Allow my organization to manage my device

Nhan nit OK

No, sign in to this app only

A
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You're all set!

We've added your account successfully. You now have access to your organization's
apps and services.

Nhan nit Done

Pén day cong viée cai dat va kich hoat ban quyén MS Teams da hoan thanh, ngudi ding c6 thé

bat dau str dung MS Teams dé 1am viéc nhom tryc tuyén.

3. Lam quen veéi giao dién Microsoft Teams
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Microsoft Teams Q, Search

_%b Teams | 532 8:, Join or create team
Thanh tim kiém

Your teams

Thanh tng dung

Nut quan ly tuy chon ngudi dung

- Thanh tim kiém giGp ngudi ding tim kiém maot doan tin nhan, tai liéu, lién hé, nhom...
trong MS Teams

- Thanh &ng dung chia cac chie nang va wng dung tich hop mac dinh, gitip nguoi dung
truy cap nhanh mot chirc nang hoic @ng dung. Bén canh d6, nguoi ding co thé tich hop
thém céc ing dung khéc tir cira hang.

- Nat quan ly tuy chon ngwoi dung giap nguoi dung thuc hién cac cai dat ca nhan nhu
lua chon ngdn ngit, cai dat giao dién, tai trng dung.

. Cai @it co ban ngdn ngir tiéng Viét



Luu Quang Duc
LD ng
Change picture

Available

[/ Set status message

[.] Saved
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A

Nhéan nat quan 1y tly chon ngudi ding
dé hién thi menu

is Settings <

Keyboard shortcuts
About
Download the desktop app

Download the mobile app

Sign out

Chon chtric nang Setting
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Settings 17 Chon tab General

. A
§53 General

() Privacy Default Dark High contrast
[ Notifications
v Layout
(€@ Captions and transcripts
Choose how you want to navigate between teams
R, Calls 3 ,
Grid List
Language
Restart to apply language settings. Chon ngon ngir Tieng Viét

App language determines the date and time format.

Tiéng Viét (Viet Nam) v | —

Nh4n nit Save and Restart

Keyboard language overrides keyboard shortcuts

English (United States)
=

Sau khi luu va khoi dong lai tng dung, ngdn ngir hién thi trén giao dién cia MS Teams da thay

d6i. Ké tir phan nay tai liéu s& tap trung vao hudéng dan ngudi ding dya trén giao dién va ngon
ngt tiéng Viét.

5. Hoc tap truc tuyén véi MS Teams
5.1. Tao nhém méi

Dé tao mai mot nhém, tai giao dién téng quat caa MS Teams, trén thanh tng dung tién hanh

chon Nhom, chon chtic nang tao nhém Tao nhom.



A

Heat déng

i h

Tao nhém

q‘:-, Tao nhém
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Tham gia hoac tao nhom

Nhan nat Tao nhom

Lya chon loai nhdm phu hop véi nhu cau
va muc dich ctia ngudi ding. Mdi nhém
¢6 muc dich st dung va chtrc nang khac
nhau. Bé sir dung MS Teams hiéu qua,
nguoi dung nén tao nhém diung véi muc
dich dua trén goi y cua ing dung. Gia sur
nguoi dung la giang vién, tién hanh lya
chon Lép hoc dé bat dau giang day

Lép hoc

Thao ludn, du an nhom, bai tap

£O

Nhéan vién

Quin tri va phat trién truding hoc

10

tf

1

Céng déng hoc tép
chuyén nghiép (PLC)

Mhém lam viéc cda giang vién

‘l I

O

Khac
Cau lac bd, nhém nghién clu,
hoat déng sau gi& hoc
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Tao nhém cua ban

Gido vién |a ngudi t8 chifc cic nhom I8p hoc va hoc vién s& tham gia vdi tu cach 13 thanh vién, Ma&i ~ A .
¢ P rocTane ? Nhap tén nhém

nhom 16p hoc cho phép ban tao cac bai tap va bai ki€m tra, ghi lai y kién phan hai ciia hoc vién va
cung cdp cho hoc vién khéng gian riéng tu @€ ghi chi trong Class Notebook.

Tén

A

Hé théng phan tan ©

Mé ta (thy chon)

Gidi thiéu tat ca thong tin v& nhém nay

Nhan nat Tiép theo

Thém ngudi vao "Hé théng phén tan"

Hocvién  Gido vién Budc nay cho phép nguoi dung
thém thanh vién vao nhém. Co
thé bo qua va thuc hién sau.

Tim kiém gido vién

Bit d5u nhap tén d€ lua chon nhém, danh sich phan phdi hodc ngudi tai trudng hoc cha ban.

Sau khi tao nhém thanh céng, nguoi dung c6 thé bat dau thém thanh vién va 1am viéc nhém.

() Chung (Hé thing phén tn) | Microsaft Teams.

Microsoft Teams Q. Tim kiém

7{:‘ < Tét cd cac nhom . Chung Baiding Tép Class Notebook Baitdp Difm -+ Ném G Hop

Hé théng phin tin

8 Chao mirng ban dén véi Hé théng phan tan
e Chon ndi ban muén bt dau
&
. Q‘J L 1 L
J
o P\ ﬂ! T

Tai 1én tii ligu Idp hoe Thiét 13p Class Notebook

[ Cuje hi thagi mai
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5.2. Thém thanh vién vao nhom

Trong qué trinh tao nhém, ngudi ding c6 thé thém thanh vién trong ( xem lai phan 5.1 ). Bén
canh d6, sau khi cai dat MS Teams, nguoi dung c6 thé nhan vao nit Thém tdy chon & goc phai
phia trén ciia nhom dé hién thi danh muc tly chon va thuc hién thém nguoi ding theo nhitng
cach sau:

& An
Ht
53 Xem nhém

R . = Thém kénh
Hé théng phén tan

Q 5 E 16— . R N n N . N
Co Thém thanh vién Chu dong thém mat thanh vién vao

[& R&ikhdinhém nhom.

/7 Chinh sita nhém

@ Nhan lién két dén nhom g

O Quanlythe Nhan lién két dén nhom va chia sé

lien két d6 cho ngudi dung khac dé
truy cap nhom.

=:},

¥da nhém

[E

Viéc thém thu cdng tirng thanh vién s& gay tén kém thoi gian, cong suc va dé dan dén sai sot. Bé
thém thanh vién hiéu qua hon, khuyén khich nguoi dung tao lién két truy cap hoic ma truy cap
nhom va chia s¢ véi thanh vién khac. Bé tao ma truy cap, ngudi ding nhan vao nat Xem nhom
va truy cap vao phan quan ly nhém, chon chirc ning cai dat, tai muc M& nhom nhan nat Tao.

/4

Luuy:

- i véi viéc chia sé nhom thong qua lién két, sau khi thanh vién truy cap lién két, thanh
vién s& dugc dua vao danh sach yéu cau dang chd xir Iy caa nhém, thanh vién chi cé thé
truy cap vao nhom sau khi chu so hiru ciia nhém duyét va chap nhan yéu cau.

- Dbi voi viéc chia sé nhém thdng qua ma truy cap nhom, thanh vién sau khi tham gia

nhom bang ma truy cap sé duoc tu dong duyét vao nhom.

12
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Hé théng phén tan - © Nhom
Hé théng phan tan

Nhan nat Tao dé tao

Thanh vién Ung dung 3 tab khac ~ ma truy Cﬁp nhém
A
v Chu dé cua nhém Chon chi dé
»  Quyén cha thanh vién Bat tinh nang tao kénh, thém (ng dung, v.v.
»  Quyén chia khach Bat tinh nang tao kénh
. ) pblk8bw
v @lugt dé cap Chon ngudi cé the sif dung d& cap dén @nhom va
@kénh /' Toanmankinh (O Datlai T Xéa

D Saochép

Chia s& ma nay d€ moi ngudi cé thé tham gia truc tiép

vao nhém- ban s& khéng nhan dudc y&u cdu tham gia

Tao <

Ghi chii: Khach s& khéng thé tham gia bdng ma nhém
5.3. Quan ky thanh vién cia nhom
Pé quan 1y thanh vién, ngudi dung tién hanh nhan nit xem nhém dé truy cap chirc nang quan Iy
nhém, sau d6 nhan vao chic nang yéu ciu dang cho xir lIy. O bude nay, ngudi s¢ hitu nhém co

quyén quyét dinh chap nhan hoic tir chdi yéu cau tham gia nhém. Yéu cau tham gia nhdm chi

xuat hién khi thanh vién sir dung lién két tGi nhém.

Ht I-!e :chmjg’phan tan - Quan Iy yéu ciu & Nhém
He thng phan tén tham aia nhém

Thanhvién  Yéu ciu dang chd xifly Kénh Caidat Ungdung Phan tich

Tim ki€m thanh vién Q, Chép nhan t5t ca Tir chdi tat ca

Tén Chifre danh Diadiém  Ngudiyéu ciu

BN _ NE Chap nhén Tir chéi

13
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Pé quan 1y thanh vién, ngudi dung tién hanh nhan nat xem nhom dé truy cap chire ning quan ly

nhom, sau d6 nhan vao chire nang thanh vién. O bude nay, nguoi dung ¢ thé thém, xda, phan

vai tro cho mot thanh vién caa nhom.

Yéu ciu dang ch xur Iy
Tim ki€m thanh vién Q,
* Chd sd hitu (1)

Tén Chirc danh

R T AT AT AT, 0 4T
¥ o
o { i

e T T b e

* Thanh vién va khach (1)

Tén Chiic danh

Kénh Caidst Ungdung

Bia diém

The (D)

Tt tiéng mot thanh
vién khong nghiém tac
hoac toan bo thanh vién

Phan tich

The (1)

&a Thém thanh vién

Vai tro

Chu sd hifu

Xoba thanh vién

O

5.4. Tham gia nhom

—» [ | Tattiéng hoc vién

Vai tro

Thanh vién et

I

Quan ly vai tro cua mot
thanh vién trong nhom

Pé tham gia nhdm, ngudi dung cé thé sir dung lién két chia sé va truy cap tir trinh duyét, sau khi

yéu cau, trinh duyét sé tu dong diéu hudng ngudi ding vé tng dung MS Teams. Bén canh do,

ngudi dung cé thé tham gia nhém bang ma truy cap nhém. Tai giao dién lam viéc gbc, muc

tham gia nhdm bang ma tién hanh nhap ma truy cap va nhan nat tham gia nhom.

14
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&

wsws  1ham gia hodc tao nhom

Nhap ma truy cap

{.3. .
Trd c;j;,;e:r n h O m
a
i P
Nhom
Tao nhém Tham gia nhém bang ma
&
e . . . polkSbw @
= Tham gianhom Nhan nit Tham gia nhom
%

5.5. Quan ly kénh

Kénh trong MS Teams giup ngudi dung phan doan, chia nho hoat dong giao tiép thanh
nhitng thanh phan nho, gitp tranh trudng hop “bi trdi tin nhan™, gitp dé dang quan ly cac hoat
dong giao tiép, cac giai doan lam viéc. Ddi véi viéc day va hoc, giang vién cé thé chia hoi hoai
nhom thanh céc kénh riéng biét twong tng véi mdi budi hoc, mdi chu dé bai hoc, tao kénh giao
tiép riéng cho cac nhom hoc tap cua 16p hoc. Mic dinh trong MS Teams c6 kénh chung, tat ca
thanh vién ctiia nhom déu cé thé truy cap vao kénh nay. Chi c6 chu sé hitu nhém méi c6 quyén
tao va quan ly kénh. Trong kénh chung, giang vién cé thé giao bai tap, chim diém, chia sé tai

liéu mén hoc, gido trinh tham khao.

l Chaim diém

Chung Baiding Tép Class Notebook Baitip Diém

1 t Giao bai tap

Chao mirng ban dén véi Hé théng phan tan
Chon nai ban mudén bat dau Chia sé tai Iiéu mon
hoc véi chiic nang Tép

Dé tao kénh, ngudi ding nhan vao nat thém tly chen cia nhom, chon chirc ning thém kénh.

15



Tao kénh cho nhém "Hé théng phén tan'
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Nhap tén kénh

Tén kénh l

Bai 1 - Gidi thiéu mén hoc Hé thdng Phan tan

Mo 12 (tdy chon)

Quyen riéng tu l

Tiéu chudn - Hién thi vdi tat cd moi ngudi trong nham

B Tu ddng hién thj kénh nay trong danh séch kénh ctia moi ngudi

Huy

Phan quyén truy cap vao

kénh
v @
Nhan nut Thém dé tao
v kénh

Sau khi tao kénh, dé nhitng thanh vién khéc cé thé tham gia, chu so hitu cua nhém phai tao lién

két chia s¢ kénh thi thanh vién mai cé thé tham gia théng qua lién két d6. Tuong tu trong mot

budi hoc, sinh vién phai duoc sy dong y cua giang vién ( giang vién chia sé lién két kénh ) thi

méi c6 thé tham du 16p hoc ( tham gia kénh ). Tai kénh can chia s¢, nhan ndt thém tdy chon,

chon chirc nang nhan lién két dén kénh.
Hé théng phéan tan

Chung

Bai 1 - Gidi thiéu mén hoc Hé théng Phan...

Tao lién két dén truy
cap dén kénh

Théng bao vé kénh >
An

Quan ly kénh

Mhan lién két d&n kénh <——m—
Chinh stra kénh nay

Xoa kénh nay
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Trong mdi kénh, ngudi ding co thé tao cac cudc hoi thoai, hop truc tuyén chia sé video va man
hinh, chia sé tai liéu twong (ng véi chu dé, ndi dung giao tiép. Dé bit dau mot cude hoi thoali,

ngudi dung tién hanh chon kénh giao tiép, trong kénh di chon, nhan nit Cugc hai thoai méi.

ngdérg < T4t cd cac nhom Bai 1 - Gigi thiéu mén... Baiding Téep Ghicha @ Nhom R (D) -
o
Py Quan ly tép

Mhom

Hop truc tuyén

Hé théng phan tan

) @
Baitap Chung ’

Bai 1 - Gidi thiéu mén hoc Ha théng ...
Chon kénh giao tiép

i

Tép

Chao mirng dén véi I6p hoc!
Hay thir @dZ cap dén tén Idp hodc tén hoc vién dé bat dau mot cudc hdi thoai.

‘@ Luu Quang Duc 93 dt kénh nay 14 tu dong hién thi trong danh sach kénh.

10:44
LD Chao miing cic ban sinh vién dén v&i mén hoc Hé théng phan tan
«/ Trdlai B
® Nhan nat Cugc hoi thoai
Ung dun: & A % A 5 A
G R — méi de bat dau thao luan
@
Tra gidp

NGt hop truc tuyén gitp nguoi dung bt dau ngay mot cudc hop hoic 18n lich mét cudc hop.
Dé bat dau ngay mot cudc hop, nhan vao nit hep truc tuyén va chon hep ngay hoic nhan vao

nat hop.

» — Nhén nit Hep hozc chon
Hop ngay dé bit dau ngay

1 Hop ngay < Nhan nat Lén lich cugc hop
dé 1én lich cudc hop trong
tuong lai

A

Lén lich cudc hop

17
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Trong qua trinh thuc hién tao cudc hop, néu hé thdng hién thi thong bao yéu cau truy cap vao

microphone hodc camera, ngudi ding hiy cho phép dé phuc vu cho giao tiép qua video, trd

chuyén am thanh.

Nhan Allow dé cap
quyén truy cap thiét bj
cho MS Teams

teams.microsoft.com wants to

O use your microphone

T

Trudc khi bat dau cudc hop, nguoi ding cé thé tly chinh thiét 1ap vé microphone, camera dé

phuc vu cho giao tiép video va &m thanh. TUy vao nhu cau giao tiép ma bat, tat thiét bi phu hop.

Sau d6 nhan ndt Tham gia ngay.

Chon cai dat 3m thanh va video cho

Cuoc hop trong "Chung”

Tham gia ngay

ity chinh thiét Iap

Cac tiry chon tham gia khac

£Jx T4t 4m thanh

18

Nhan ndt Tham gia
ngay dé bat dau cuoc
hop

Tay chinh thiét lap vé
microphone, camera
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Sau khi tao cudc hop thanh cong, nguoi dung cé thé bit dau 1am viéc truc tiép véi nhau.
Cudic hop trong "Bai 1 - Gidi thiéu mdn hoc Hé théng Phén tan” - O

& & e L) ~ RGidi v

Hién thi
danh sach o
thanh vién KEét thuc
cuoc hop

Quan ly
tin nhin
cuoc hop

Chia sé noi dung
nhu: man hinh,
ctra so, tép tin

6. Két thuc

Nhu vay, tai liéu nay da trinh bay nhirng thong tin, huéng dan co ban gilp ngudi dung st dung
MS Teams phuc vu cho hoat dong hoc tap, giang day truc tuyén. Hy vong tai liéu nay giup ich
cho quy Thay, C6 va cac ban sinh vién tan dung dugc ngudn tai nguyén cua Office 365 phuc vu

cho hoc tap, nghién cuu va giang day.

> Xem thém cdc bai huwéng ddan khac vé sir dung Email tai: https://csm.iuh.edu.vn
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