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1. Giéi thiéu vé Microsoft Teams
Microsoft Teams 1a mot ing dung c6 thé thay thé va cuc ky ndi tiéng cho

hoi thao, héi hop, dao tao truc tuyén, hoc truc tuyén. Microsoft Teams 13 nén tang
truyén thong hop nhat két hop trod chuyén lién tuc tai noi 1am viéc, cac cude hop
video, luu trit t€p va tich hop ing dung. Dich vu Microsoft Teams tich hop v&i bo
coéng cu vin phong Office 365 ctia cong ty va cac tinh ning mo rong c6 thé tich
hop véi cac san pham khong phai ctia Microsoft. Hién nay phin mém nay dang
dugce mién phi cho cac td chirc gido duc.

2. Cai dit phan mém Microsoft Teams

Truy cép vao dia chi https://teams.microsoft.com bang trinh duyét web,
hoac mo ph?m mém Microsoft Teams trén cic nén tang Windows, Mac OS,
Android, i0S.

Ghi ch(: Str dung trinh duyét Google Chrome, MS Edge hoic Firefox dé
truy cap vao trang chu MS Teams.

Céc ban co thé tai phan mém sau khi diang ky thanh cong hodc c6 thé tai
phan mém theo link sau: Tai cho Windows, Mac va cac thiét bi di dong iOS,
Android

https://products.office.com/en-ww/microsoft-teams/download-app

Téi xu8ng déi

Tai ing dung Doi di dong
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3. Huéng dén sir dung Microsoft Teams

Mot sb yéu cau dé tham gia MS OFFICE 365 TEAMS:
- Co thé sir dung MS OFFICE 365 Team trén cac nén tang Windows, Mac
OS, Android, 10S hodc chay truc tiép trén Website.

- Phai kich hoat tai khoan MS OFFICE 365 do Trudng cip. Cu thé, tai
khoan sinh  vién c¢6 dang: mssv@sv.spnttw.edu.vn (Vi du:
2152210122@sv.spnttw.edu.vn) véi mat khau ban dau 1a: Nuae1234 (luu y: phan
biét chir in hoa va chit thuong).

3.1. Dang nhap

+ Truy cap vao dia chi https://teams.microsoft.com bang trinh duyét web,

3


https://teams.microsoft.com/
https://products.office.com/en-ww/microsoft-teams/download-app
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hoac mo phﬁn mém Microsoft Teams trén cdc nén tang Windows, Mac OS,
Android, iOS.

+ Nhép tai khoan (Account): Da dugc nha truong cdp theo va nhin Pang
nhép (Sign in).

+ P6i mat khau theo yéu cau ctia phan mém. Luu ¥: mat khau moi phai dai
tbi thiéu 8 ky tu, bao gdm chit in hoa, in thudng va chir so.

3.2. Tham gia lép hoc

Sau khi dang nhap thanh cong, sinh vién s& thay cac 16p hoc ctia minh (v6i
diéu kién 1a cac giang vién da tao xong 16p va thém sinh vién vao 16p).

Néu sinh vién khong thay 16p da ding ky trén trang tin chi trong hé thong
Teams, sinh vién lién hé véi giang vién dé lay ma 16p.

Thao tac tham gia vao 16p nhu sau: Bam vao muc “Nhom” sau d6 bam chon

W
Tham gia nhém bang ma
Nhap ma
88" Tham gia hodc tao nhém , o - X A ~ ~
, sau do chon r01 nhdp ma da duoc
HH

Tham gia nhém béng ma

rgbiib4

Tham gia nhom

giang vién cap. Bam Tham gia nhom sé& duoc vao 16p.
Sau khi d4 hién danh sach 16p, Click chudt vao tén 16p dé tham gia vao 1op,

giao dién s¢€ hién thi nhu sau:



Microsoft Teams = e m

Nhém 7 AUl Chung Baiding Tép Class Notebook Baitap Grades Ghichi ) 7
Nhém ciia ban + M&i v T Téilén ~ 2 Dongbd @ Saochéplignkét & Tdixudng | Thém dung lwgng lwu trir dam may = Tt ca Tailiéu
Tap huan sif dung MS Teams
General
Chung
Danh sach van phong Khoa [ Tenv D4 sira dbi Ngudi Stra dbi
5 Tailiéulop hoc & Le Manh Hung
& Tham gia hodc tao nhom &

- Tab Pang bai (Posts): dung dé dang bai va tuong tac voi giang vién.
- Tab File (T¢€p): upload hoac download file tai li¢u.
- Tab Assignment (Bai tap): lam bai tap giang vién giao Tab Grade: Xem
diém cta minh.
3.3. Tdi bai giang va tai liéu tham khdao

Chon tab File, chon file mudn tai, nhan chuot phai va chon download:

= Tim kiém hoac gé Iénh

< Tat ca cac nhom Chung Biiding Tép Class Notebook Biitdp Grades Ghichi @@ + P |

@ M& v @ Saochéplienkét & Taixung [ Xéa = Ghimlenddu - X Dichonlmuc = TitcdTailiu v
General > Tai liéu I6p hoc

Tép huin sir dung MS T... -+

© [ Teno 3 sita d6i Ngusi Sira d6i -
Chi B
4o @ Il "Baitap thuc hanh PowerPoint 2010.pdf - Vai gidv nfdc | & Manh Hung
Danh sach van pheng Khoa M3 >

Sao chép lién két

Ghim |én dau

D3 tén

M3 trong SharePoint
Di chuyén

Sao chép

Xem thém >




3.4. Tham dw bai gidng truc tuyén

e Tim ki€m hode gé lénh

< Tat ca c& nhom W Chung Biiding Tép ClassNotebook Baitap Grades Ghicht (@ + © Nhom e

I —

Le Manh Hung g5 thém mayduc42d (Khach) v0 nhém véi tu cach khach.

@ (0q

Tap huan sit dung MS T... -+ Le Manh Hung d loai b mayduc42d (Khach) ra ki

h

Cuéc hop d két thic: 22 gidy -

(

Chung

Danh séch van phang Khoa © Tl

L& Vinh Hung 185
LH  in chao acE:

© T lsi
& Le Manh Hung d thém Trung tam Tin hoc va Ngeai ngil vao nhm.

B Le Manh Hung G tac kénh Danh sach vén phong Khoa. &in kénh

Le Manh Hung  19:32
Sau khi t3p hudn s dung Teams qua Zoom, cdc Anh chi s& kiém tra thic hanh viéc I6p t3p hudn truc tiép trén phan
mém Teams.

u Tap huén tryc tiép trén Microsoft Teams!

This Ba, ngay 21 thang 4 nim 2020 @ 03:30

« Trd I3

B3t d3u cudc hai thoai mdi. Nhap @ dé a8 cap dén mdt ngudi ndo do,

A ¢ @ B B S @ o B

Khi giang vién bat dau bai giang truc tuyén, sinh vién s& nhin thay nhu
trong hinh dudi ddy. Sinh vién click vao bai giang truc tuyén va nhan nit “Tham
gia” (“Join”) dé truy cip vao phong giang bai truc tuyén do giang vién tao ra.

3.5. Lam bai tdp

e Tim kiém hoéc g& lénh
|
< Tt ca cac nhém Il Chung Baidang Tép ClassNotebook Baitap Grades Ghichu SO

Drafts (0)
Tap huan s dung MS T... - 2 B

v Assigned (1)
Chung (1]

BAi tap thuc hanh 6 1
Danh sich van phong Khoa 2l tap thuc hanh 0

Due tomorrow at 11:59 PM

> Graded (0)

Chon tab Assignment (Bai tap), chon bai tap can lam, sau khi lam xong thi
nhan nat Submit
3.6. Xem diém bai tip

Sinh vién chon tab “Grades” dé xem diém cac bai tap ciia minh. Déi véi bai
tap tric nghi¢m, diém s& duoc cham tu dong béng phﬁn mém. Con ddi voi bai tap
tur luan, diém sé& hién thi sau khi giang vién chim bai xong.
4. Bo sung thong tin ca nhan cho tai khoan

6



Truy cap website: https://www.microsoft.com/vi-vn/

Bam chudt vao hinh dau ngudi goc trén bén phai dé ding nhap:

B Microsoft - Trang Chil chinh thic X

+

« > cC

# microsoft.com

@] Tin néng tir khap ngi trén thé gidi khong.cimon [
Tai xu6ng phan mé réng Microsoft News

Dang nhap tai khoan cia ban

BE Microsoft  Microsoft 365 Office  Windows  Xbox  H3tro T4t c& Microsoft v P R (R)

Cling nhau, cudc séng sé tét dep hon

Gig day, ban c6 thé dung Microsoft Teams dé tro chuyén, goi dién 2 O
va lap ké hoach vdi gia dinh va ban bée

Ping nhap bang tén va mat khau duogc cap:

a5 Microsoft
Pang nhap

luongminhtan@spnttw.edu.vn

Khéng co tai khoan? Tao tai khoan!

Bang nhap bang Windows Hello hoac khéa bao mét (?)

Tiép theo


https://www.microsoft.com/vi-vn/

Bam chuét véao hinh dai dién & gbc trén bén phai (vi tri dang nhap), chon

Xem tai khoan:

Khéng, cam gn Thém né ngay bay gid

it ca Microsoft v Timkiém O  Gié hang @ Luong Minh B

Dang xuat

Luong Minh Tan
luongminhtan@spnttw.edu.vn
!‘ Xem tai khoan
2 >y 7
el _

unt.microsoft.com,

Tai khoan Cua Toi & /]

& (Chao mitng ban dén vdi trai nghiém Tai khoan ctia téi mdi!

Q Téng quan ’ I
% Tho bao mat :

Luong Minh Tan

Phé trudng phong
NUAE

Théng tin bao mat Mat khau

® TrinPha CAP NHAT THONG TIN THAY DOI MAT KHAU
& pang ky Thiét bi Céc t6 chic

Thay mat khau méi 6 THAY POI MAT KHAU; Nhap phuong phap xac
thuc stir dung khi can l?iy lai mat khau & CAP NHAT THONG TIN (sé dién thoai

di dong, email du phong....)



Thay d&i mat khau

Can c6 mat khdu manh. Nhap 8-256 ky ty. Khong bao gdm
cac tir hodc tén thudng gdp. Két hgp chil hoa, chir thudng,

6 va ky hiéu. Thém phuong phap

ID ngu@i diung

luongminhtan@spnttw.edu.vn Ban mudn thém phudng phép nao?

Mat khiu ca

Chon phuang phap

Tao mit khdu mdi ; .
Ung dung Authenticator

D6 manh mat khéu . .
bien thoai
Xac nhan mat khdu méi
Dién thoai thay thé

: Dién thoai van phong
G Huy bé




