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Hudng dan sir dung Microsoft Teams

1. HUONG DAN TAI VE VA CAI PAT
Buéc 1: Tai bo cai dat Microsoft Teams vé may tinh hoc sinh vién c6 thé st dung tng
dung MS. Teams truc tuyén (trong trudng hop may tinh sinh vién c6 cau hinh thap). Sinh
vién c6 thé sir dung giao dién tiéng Anh hoic tiéng Viét. Trong noi dung huéng din nay
minh hoa vdi giao dién tiéng Viét.
Truy cap dia chi: https://www.office.com/ va tién hanh ding nhap bang tai khoan
Microsoft Office 365 do Truong da cung cap.

= X
) Ding nhip Office 365 | Microso. X + &
€ C (@& https//www.office.com| %) O 0
BE Microsoft | Office Cicsinphimv Tainguyen v Miu 3t Taikhodn clatéi T8 ci Microsoft v (R,

3

Chao ming ban dén véi Office *"

Noi dé ban tao, giao tiép, hgp tac va hoan thanh céng viéc tuyét voi.

Tai Office Diang nhiap Q]

Nhap tai khoan Office 365 sau d6 click vao nut Tiép theo nhu hinh bén dudi

B8 Microsoft
Pang nhap

pm100@sv.ufm.edu.vn

Ban khéng co tai khoan? Hay tao tai khoan!
Ban khéng truy cap dugc vao tai khoan?

Tay chon dang nhap

Tiép theo



https://www.office.com/
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Nhap mat khau sau d6 chon Ping nhap

B® Microsoft

< pm100@sv.ufm.edu.vn

Nhap mat khau

T6i 33 quén mat khau

Dang nhap

Sau khi diing nhap thanh cdng trang web Office 365 s& xuat hién.
(Luwu y: Tai trang office 365 online nay gidng vién cé thé si dung #ng dung Microsoft Teams
truec tuyén ma khong can cai dat néu may tinh ¢é cau hinh thdp. Tuy nhién, @ thudn tién cho

viéc sir dung thwong Xuyén giang vién nén tai vé bé cai dat MS.Teams)

a Microsoft Office Home x + N o X
& & office.com/?auth=2 b ¢ o [ ]

Office 365

Good evening, pm100 Cai dat Office

+ & e @ dE B

Start new Outlook OneDrive Word Excel PowerPoint
W P & & S
OneMNote SharePoint Teams Sway Tat ca (ing
dung
CLICK VAO

Teams M Feedback

Click vao tng dung MS.Teams nhu hinh trén d¢é mo tng dung Microsoft Teams.
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= Tim kiém hoic gé |énh

a

Dén: Bat diu gb tén hodc nhém

Trd chuyén

Ty
gr
Nhém

CLICK VAO DAY DE TAI VE
NG DUNG MICROSOFT TEAM

Click vao biéu twong tai xudng nhu hinh trén dé tai vé file cai dat Microsoft Teams.

Buéc 2: Cai dat ang dung Microsoft Teams

¥ i = | Application Tools  Downloads - O X
Home Share View Manage
+ ;« Window 10 (C:) » Users » Admin » Downloads v O Search Downloads =
Mame Date modified Type Size
7 Quick access
G Teams_windows_xB4 2/25/2020 219 AM  Application 97,545 KB
I Desktop *
; Downloads -
Ef] Documents -+
&= Pictures *
J‘! Music
Videos . A aw -
B File cai dat Microsoft Teams
@ OneDrive
I ThisPC
[_} Metwark
Titern 1 item selected 95.2 MB

Sau khi tai file cai dat Microsoft Teams vé may tinh nguoi ding tién hanh cai dat,

double click vao file cai dat MS.Teams, man hinh théng b&o xuat hién.
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Open File - Security Warning x

Do you want to run this file?

MName: ChUsers\Admin\Downloads'\Teams windows x64.exe

Publisher: Microsoft Corporation
Type: Application

From: Ch\Users\Admin\DownloadstTeams_windows_xG4d.exe

Run Cancel

Always ask before opening this file

While files from the Internet can be useful, this file type can potentially
@ harm your computer. Only run software from publishers you trust.
What's the risk?

Chon Run dé tién hanh cai dat.

B Microsoft

Installing Microsoft Teams - _ .

Sau khi cai dit xong, mé (ng dung va tién hanh diang nhap vao Microsoft Teams bang

tai khoan Office 365.
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Microsoft Teams

Enter your work, school,
or Microsoft account.

pm100@sv.ufm.edu.vn

Nhap tai khoan office 365 va mat khau.

G Login to Microsoft Teams — [m}

B® Microsoft

pm100@sv.ufm.eduvn

Enter password

Forgot my password

Sign in with another account

Sign in

Terms of use  Privacy & cookies
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Man hinh lam viéc tng dung Microsoft Teams

Search or type a command

Search teams Q.

Join or create a team

Create a team Join a team with a code HOI SINH VIEN UFM THU VIEN TRUONG DAI HOC ...

Public Public
. . . Enter code
Bring everyone together and get to j

vork! Got a code to join a team? Enter it above.

HOI SINH VIEN UFM THU VIEN TRUON

TATC1 tai chinh quoc te sang t5 Mé hinh Tai chinh
Public Public Public
T teqtsts T
PageSof 5 243words  English (United States) T Focus B - L + 1003

2. HUONG DAN CHUYEN POI NGON NGU SANG TIENG VIET

Pé thuan tién cho viéc str dung Microsoft Teams ngudi ding c6 thé chuyén d6i ngén
ngit tir tiéng Anh sang tiéng Viét va nguoc lai bang cach Click vao biéu twong tai khoan nhu

hinh duéi.

Search or type a command

Join or create a team

et

Create a team Join a team with a code

CLICK VAO BIEU TUONG
TREM BE THAY BOI NGON

NG(F CHO IYNG DUNG
Enter code

Bring everyone together and get to work! Got a cade to join a team? Enter it above
HOI SINH VIEN UFM THU VIEN TRUONG DAI HOC ...
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Chon Settings

= Search or type a command e = O

Join or create a team p  pmioo
Change picture
Chat Available >
H
e CJ” Set status message
ge
Teams . . [ saved
Create a team Join a team with a code
0y £33 Settings
000
Zoom —  (100%) + (]
Bring everyone together and get to work! Got a code to join a team? Enter it above
E_q Keyboard shortcuts
AR About >
Check for updates
HS TV Download the mobile app
HOI SINH VIEN UFM THU VIEN TRUONG DAI HOC ... Sign out
Hinh 2.2

Kéo thanh trugt xuéng phan Language, chon ngdn ngir tiéng Viét va click vao nut

Save and restart va hoan thanh viéc chuyén doi ngon ngir.

Settings X
On close, keep the application running

EE:Z serEEl C] Disable GPU hardware acceleration (requires restarting Teams)

@ Privacy Register Teams as the chat app for Office (requires restarting Office

. lications)
[ Notifications applications)

{} Devices Language

Restart application to apply language settings.

App language determines the date and time format.
Tiéng Viét (Viet Nam) ﬂ v I 1

Keyboard language overrides keyboard shortcuts.

% Calls

English (United States) v

Save and restart
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Hinh 2.3

E4 Tim ki€ém hoac gé I1énh e

a . “ 2
B  Tham gia hoac tao nhém Tim kigm nhém Q
o H
: s
]
i Tao nhém Tham gia nhém bang ma
000
MNhan ma dé tham gia nhém? Nhap ma
vao phan phia trén,
B
:
HOI SINH VIEN UFM THU VIEN TRUONG DAI HOC ...

Hinh 2.4

3. HUONG DAN SU DUNG MICROSOFT TEAMS DANH CHO SINH VIEN
3.1 DPang nhap tai khoan

Sinh vién tai, cai dat va c6 thé chuyén doi ngdn ngir phan mém Microsoft Teams theo
huéng dan trén hodc st dung phién ban tiéng Anh. Sau d6 diang nhap bang tai khoan Office
365.

Nhap tai khoan co quan,
trudang hoc hoac tai khoan
Microsoft caa ban.

pm103@sv.ufm.eduvn

10
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Hinh 3.1

E Bidng nhap vao Microsoft Teams - O x

BS Microsoft
pm103@sv.ufm.edu.vn

Enter password

Forgot my password

Sign in with another account

Terms of use  Privacy & cookies

Sau khi dang nhap sinh vién nhin thay céac 16p hoc ciia minh (véi diéu kién Ia giang
vién da tao xong 16p va da thém sinh d6 vao 16p). Khi sinh vién dugc thém vao l6p, sinh
vién s& nhan duoc thdng béo giri vé mail dé dang ky Office 365 cua minh. Sinh vién nhén

chon vao Open Microsoft Teams dé mo ang dung va tham duy 16p hoc truc tuyén.

Microsoft Teams

Vudng Cam added you to the Lép Hoc Tru'c Tuyén Anh Van class!

LH

Ldp Hoc True Tuyén Anh Van

1 members

Lép Hoc Truc Tuy&n Anh Van

Open Microsoft Teams _

11
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Minh hoa mét 16p hoc truc tuyén Anh vin nhu hinh bén dudi.

Tim ki€ém ho3c g& lénh

Nhém § p pmi103
Thay d3i dnh
i churyén Nhom clia ban Truc tuyén
s2e & Dat théng bao trang thai
s
D [ Daluu
. €53 Cai dat
Thu phong —  (100%) +
Lép Hoc Truc Tuyén Anh Van
Phim t&t
Gidi thiéu

Ki€m tra ban cap nhat

Déang xudt

Tai xuéng ('ng dung cho thiét bi di déng

Sinh vién Click vao 16p hoc truc tuyén phi hop dé bit dau tham gia.

. « Tralai

] Cube hop d3 két thic: 8 phut 1 gidy

Lép Hoc Trwe Tuyén Anh Van © Traldi
Chung ] Cudc hop d3 két thic: 42 phit 37 gidy
Anh Van Giao Tiép 2 o Tl

Virong Cam Qué Hom qua 143
D3 lén lich cudc hop

vQ

Budi Hoc Anh Vin Giao Tiép 3

Thit Ba, ngay 03 théng 3 nim 2020 @ 13:00

« Tré lai

<& Virong Cam Qué d3 thém pm103 vao nhom.

pm103 0933
Sinh Vién pm103@sv.ufm.eduvn hoc truc tuyén

< Tét ca cdc nhom @ Chung Baidsng Tép Class Notebook Baitap Grades Ghichi cudch..

Hém nay

(s

12
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Céc Tab chirc nang trong tng dung Microsoft Teams :

> Bai diing (Posts): dung dé dang bai va twong tic voi giang vién va cac sinh
vién khéc.

Tép (Files): Upload hoac Download file tai liéu.

Class Notebook: S6 tay giao vién.

Bai tap (Assignment): lam bai tap giang vién giao.

YV V VYV V

Grades: xem diém caia minh.
» Ghi chu cugc hep: cac ghi cha trong 16p hoc.

3.2 Tham dw bai giang truc tuyén

Khi giang vién bat dau giang, sinh vién s& nhin thay 16p hoc hién thi. Sinh vién click

vao bai giang truc tuyén va chon Tham gia dé bat dau budi hoc truc tuyén.

____‘_'.___;I_: ‘ Chung Baidang Tép Class Notebook Baitdp Grades 1tabkhic ) ~ @ Nham
e ca Cubc hop da két thuc: 29 giay o vo
aale & Tra loi
uge
Mhé
i Tin nhin doc gén day nhat
B tip Cubdc hop dang dién ra
Cudc goi
[ Cudc hoithoai mai ~  Moi ngudi cd thé tré 1gi (@] Bang Ién nhigu kénh i
B v u % l'Er"l 5 s Boan van ~ Ix = = =
Thém chu dé
goi a
Ae @ @ [ B Q1 B @ e B

13
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Sinh vién nhin thay duoc giang vién giang bai truc tuyén va xem duoc slide bai giang
nhu hinh 3.6.

Tim kiém hodc g lénh

LOP HOC ANH
VAN TRUC
TUYEN

Visng Cim Qué

Pé tai vé tai lidu trong 16p hoc truc tuyén, sinh vién click vao tab Tép sau d6 check

vao tai liéu can tai rdi chon tai xudng.

4 Tim ki€m hodc gé lénh

@ Chung Baidang Tép Class Notebook Baitip Grades Ghichd cuéch.. @ .7
@ Saochépliénkét 4 Taixudng [i] X6a -2 Ghimléndau --- < Dachon1myc = TatcdTailiéu ~
General -

chon tai xuéng

[ Ténw Dastaddi | ~ Ngusi Sita d8i
Class Materials Vuang Cim Qué
&% ;
@ == TLearn English via Listening Level 1.rar O Hém qua lic 12:31...  Vudng Cdm Qué
1
check vao tai
LT [icu can tdi G D3 tai xubng Learn English vi...

Q i Bang tai xudng Learn English...

Dé tai lén tai liéu chia sé cho 16p hoc truc tuyén sinh vién click vao tab Tép, chon

Tai 18n rdi chon tai lidu can tai sau do6 click vao Open.

14
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a A
‘ @ Chung Baidgang Tép Class Notebook Baitdp Grades Ghichicubch.. @B 7
Ll e + Méi T Tailen 2 Bdngbd @ Sao chép lién két 4 Taixuéng - = Tt ca Tailieu
w -
Nhém General click vao
AR e
Tai l1&n & Open %
. =S .
O Ten~
T * ThisPC » Software (E) v O Search Software (E:) L2
Class Matenials
o Organize + New folder =~ TH e
s -~ -
== " Learn English via Listenin| tinh ~ o Name Date modified Type
@ OneDrive - UFM @Béi lam ( bai tép anh van 1) 02/03/2020 2:27 PM Micr
E% . @ Huang Din Sir Dung Microsoft Teams 3 PM Micrs
3 % OneDrive - UFM ] Tsi Liéu Sinh Vién Tai Lén 02/03/2020 2:27 PM Micr
= This PC
W Nata (N v £ B
File name: |'I‘ai Ligu Sinh Vién Tai Lén ~ | All Files (*.%) ~
chon ti ljgu cin i len "~ oper ] [ cance
sau d6 click vao Open 2

Tim kiém hoac g |énh

. Chung Baidang Tép Class Notebook Baitdp Grades Ghichicubch.. (B

BT + Méi v T Tdiléen 2 Dbngbé @ Saochéplienkét L Taiwudng - v = TatcATailigu v
Nhém General
D3 tai 1 muc 1én General

Ten~ D3 sira ddi 1,5KB

Class Materials 4 Tai Ligu Sinh Vién Ta...
M,5KB
3| A
E>@ “Tai Liéu Sinh Vién Tai Lén.docx Vi gidy trudc

Al
EG’ == Learn English via Listening Level 1.rar Hom qua Iic 12:31..  Vudng Cam Qué

o
o,
.

P

15
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Nguondip dirlieu v 7

oo

a £ Assignments ¢4 01:44
dé cap dén Ldp Hoc..
Lép Hoc True Tuyén A... > Chung
Bai tap anh vén 1| Due Mar 09

¢ Vudng dé tra i 27/02
Lap Hoe True Tuyén A... »Chung
lam nop bai con 5 phut het gio lam...

Vo

s £ Assignments d& 702
dé cip dén Ldp Hec... e
Lép Hoc True Tuyén A... = Chung
Bai Tap 2 | Due Feb 28

%' Vuong d3 them 2/
ban vao Lép Hoc Tr... =

Vo

Tim kiém hodc g lénh

@ -¢

. Chung Baiding Tép Class Notebook 3tabkhic @@ v @ Nhém

pm103 27/0210:42
goi lai di

Virong Cam Qué 27/02 1102

lam nop bai con 5 phut het gio lam bai
< Tralai

Ngéy 28 thang 02 ndm 2020
Cudc hop da két thiic: 32 phit 7 gidy va
< Tralai
Hom qua
Virong Cam Que a3 tao kénh Tim hiéu vé cac thi trong tiéng anh. Hién thi kénh.

BAt ddu cudc héi thoai mdi. Nhap @ dé & cap dén mot nqudi nao dé.
b ¢ QB E g o B

Pé tai vé bai tap trong 16p hoc sinh vién click vao tab Bai tap sau d6 tim bai tap can

tai vé rdi click vao dau ... chon Download dé tai vé

Tim kiém ho&c g& lénh

@ - ¢

o ©

L < Back
Nhom
Bai tap anh vai

Due March 9, 2020 4:30 P

il Open in Word

Instructions
phin huéng din ...

My work
B9 Cloze pratice 1.doc

+ Add work

Chung Baidiang Tép Class Notebook Baitdp Grades 1tabkhic (B - L

B Open in Teams

il Open in Word Online

| Download

click vao tab bai tap

Points
100 points possible

Rubric

i Thang diém vé ..

2

tim tai liéu cén tai sau do
click vao dau....

16
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Sinh vién cung c6 thé mé truc tiép bai tap trén ¢ng dung bang cach click vao bai tap
can lam.

Tim kiém hoic gd lénh

Cloze pratice 1.doc

Close

Word # Edit Document - ﬁ?p’ Print P Find =% Translats ane

Cloze pratice 1:Fill each gap in the passage with a suitable word.

agriculture — almost — beneath - available = contain = consist — too = so = next to—
cover — mostly = irrigation = locked = enclosed — evaporation — most .

The earth has a tremendous amount of water , but (1) all of itisin the
oceans. The (2) about 70 per cent of the earth’s surface . They
(3) _—__ about 97 per cent of all the water on earth, and are the source of (4)

precipitation that falls on earth . Ocean water is (5) salty to
be used for drinking , (6) or industry . But the salt is left behind during (7)

, and the precipitationthatfalls to earth is unsalty water .

Only about 3 per cent of the water on earth is fresh water and most of it is not easily
(1] taman It includes water (9] in glanciers and icecans T

PAGE 1 0OF 1 GIVE FEEDBACK TO MICROSOFT ~ 98%

T4 Tim kigm hoac g& 1énh e - O

: @ Chung Bsidsng Tép ClassNotebook Baitdp Grades 1tabkhic @E) ™ e O
Tn Upcoming
HH
Nhém v Assigned (1)
s Baitap anh vin 1 100 points
Due March 9, 2020 4:30 PM
> Completed

17
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Chon Add work dé tai 1én bai Iam caa minh

Baitdp Grades 1tabkhic @@ - D

oA - Points
Bal tap anh van 1 100 points possible

Due March 9, 2020 4:30 PM

Rubric
Instructions
phan huéng dan ... #H Thang diém vé ..
My work
@ Cloze pratice 1.doc see
+ Add work

click vao Add work dé
tai 1én bai lam

Tai man hinh tai file

-+ Mew File g ﬂ Name Modified

sinh vién c6 thé tai lén
bai lam tir OneDrive
cta minh

hodc cé thé tai lén
bai lam tlr may tinh

No files available

@ Upload from this device Cancel

18



Hudng dan sir dung Microsoft Teams

Sinh vién chon bai lam (cAu tra 10i) cua minh réi click vao Open dé tai 1én.

-+ New File

@ Link

s Teams

71] Open
« “ P > ThisPC > Software (E v | D Search Software (E:)

Organize = New folder
S
tinh ~ Name

@ OneDrive - UFM 0 Bai lam (Bai tap anh vén 1)

@ Hureng Dan S&r Dung Microsoft Teams 2
@ Onelrive - UFM
[ This PC

Miata (M i i

File name: |Bai lam (Bai tép anh vin 1) ~| |AnFiles ¢

click vao nut Open d& tai " Cancel

1&n bai lam cGa minh

@ Upload from this device Cancel

Sau khi bai 1am (cau tra loi) da duoc tai 18n 16p hoc sinh vién chon Done dé hoan tat

viéc tai 1én bai lam.

Upload from this device

E Bai 3m ( bai tap anh van 1 ).docx

Uploaded

chon Done dé hoan tat
viéc tdi 1&n bai lam

19



Hudng dan sir dung Microsoft Teams

Click vao n(t Turn in dé hoan tat viéc giri bai 1am (cau tra 1oi) 1&n 16p hoc truc tuyén.

Giang vién s& truy cap va xem cau tra loi sau d6 cham diém bai lam cua sinh vién.

Tim ki€m hoic gd I&énh

< T4t ca cdc nhém

Lé&p Hoc Trwe Tuyén A...

Chung
Anh Van Giao Tiép 2

1 kénh &n

@ Chung Baiding Tép Baitdp 3tabkhic @D -

< Back

Bai tap anh van 1

Due March 9, 2020 4:30 PM

i

chon Turn in d&
hoan tat viéc glvi

Instructions

phan hudéng dan ... P
bai lam

My work

E Cloze pratice 1.doc see

E Bai lam ( bai tap anh van 1 ).docx

—+ Add work

Points

Sau khi giang vién di cham diém bai lam xong, sinh vién click vao tab Grades dé

xem diém bai 1am ciia minh hozc giang vién gui file két qua cham bai cho sinh vién.

e - 0o X

4 Tim ki€m hodc g6 l&nh

< T4t ca cdc nhém

w
Nhém . P
Lép Hoc Trwe Tuyén A...
Chung
Anh Van Giao Tiép 2

1 kénh &n

‘ Chl.ll'lg Baiding Tép Class Notebook Grades 2tabkhic @) -

° pm g9, pm103

click vao tab Grades

cta minh
Due date a  Assignment Status
Mar 9 Bai tap anh vian 1 D Viewed

dé xem diém bai lam

Points

/100

A

20



