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Chuwong 1: Cai dat, ding nhap va khéi tao

1.1.  Giéi thiéu phan mém va cai dit:

Microsoft Teams 12 mot hé thdng cung cdp chat, meetings, notes, va tép dinh
kém. Dich vu tich hop véi bo Office 365 cho thué cua cong ty, bao géom bo Microsoft
Office va Skype, va cac tinh ning mé rong ma cé thé tich hop véi cac san pham khang
phai cua Microsoft.

Dé cai dat Microsoft Teams:

- Vi tat ca thiét bi: https:/teams.microsoft.com/downloads. Hién tai Teams da hd

tro cho Windows, Mac, 10S, Android.

- Ngoai ra ban cd thé sa dung truc tiép trén web tai dia chi:

https://teams.microsoft.com

1.2. Dang nhap
Str dung tai khoan tai Microsoft, véi tat ca can bo giang vién dang 1am viéc tai
truong Pai hoc Cong nghé Thong tin st dung tai khoan abc@hcmuit.edu.vn trong do
abc 1a tén theo dinh dang Email dang sir dung (Bat bugc). Boi véi sinh vién, tai khoan
c6 dang mssv@ms.uit.edu.vn.
Néu gap van dé vé tai khoan/mat khau:
- Véi giang vién: Quy thay co giri email dén chuyén vién Nguyén Minh Nghia
phong DL&CNTT: nghianm@uit.edu.vn dé duoc hd tro.
- Voi  sinh viéen: Cac  ban gui yéu cau hd tro tai
https://forum.uit.edu.vn/node/46086
1.3. Giao dién va tinh nidng co ban:

Chiing i d3 g8p su ¢6. Pang két ndi lai... Lam mdi ngay

F.‘.l.-f.\u
a Nhom Y & 8" Tham gia hodc tao nhom
Trd) churyén
= Nhém ciia ban
=
Nham -
fa
Bai t3p
HT
a8
lch
L, H6 Trg Giang Vien H6 Trg Ky Thuat Sinh Vien
|
Tép
nhén

Giao dién phan mém

Mot so tinh nang co ban cua Teams:
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- Teams — Tim kénh dé tham gia hay tao kénh cta chinh ban. Bén trong cac
kénh, ban c6 thé td chic cac cude hop tai chd, co cac cudc hoi thoai va chia
se tep.

- Calender — Xem tit ca moi thir ban da sip xép trong ngdy hay tuin. Hoic
1én lich cho mot cudc hop. Lich nay déng bo vo1 lich Outlook cua ban.

- Calls — Trong mot $6 truong hop, néu t6 chirc cua ban da thiét lap, ban co thé
goi bat ky ai tir Teams, ngay ca khi ho khong sir dung Teams.

- Activity — Nam bt tat ca cac tin nhan, dé cap dén, tra 16i chua doc, va nhiéu
hon thé nita.

- Chat — Chira cic nhom, ca nhan ban dang trao d6i hodc tao méi nhom ca
nhan dé trao ddi cho muc dich cta ban.

1.4.  Khéi tao, tham gia va quan ly lép hoc:
1.4.1. Déi véi sinh vién:

- Chuan bi tai nghe, micro va dién thoai thong minh hodc PC cé két ndi mang.

- (Cai va dang nhap vao phan mém Microsoft teams trén PC, trén dién thoai
hoac str dung truc tiép tai https:/teams.microsoft.com.

- Sir dung ma Code mén hoc dugc cung cip dé tham gia vao 16p hoc theo lich
thoi khoa biéu bang cach chon Join or Create team -> Nhap Code -> Tham
gia 16p hoc.

(Thuee hién theo hinh huéng dan)

¢ ¢« B 0B

Hé Théng Day Tnic Hop t6 ky thudt day tnfc e Trg Gidng Vién H8 Trg K§ Thuat Sinh

Tuyén UIT tuyén Vign

Microsoft Teams Tim ki€m hc
o & @y
= Tham gia hoac tao nhém
4R
Nhém . H-
B3it3p Tao nhém Tham gia nhém bang ma Life Develop
Céng khai
@ L X I Nnap ma
i Life Develop
L N Nhan m3 af t ' m

25" Tao nhém

- Sau khi tham gia vao 16p thanh cong, sinh vién chon mon hoc theo thoi
khoa biéu dé bat dau vao hoc online.
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< Tat ca cac nhom

Chung Baidang Tép Class Notebook Baitap Grades =E

TE
Test
Chung o ‘ij\ \

Tai l&n tai ligu 1&p hoc Thiét 1a

58 Pao Loc Binh da thay dSi md ta nhog

DB,“ | Nai trao déi lich hoc
<« Tra lai

Bat dau cudc | thoai mdi. Nhap @ dé dé cap dén mét ngudi nao dé

Ar 2 @ B B o = Q@ 9 ®= ---

1.4.2. Doi véi giang vien:
1.4.2.1. Khéi tao 16p hoc:

Pé khai tao mot 16p hoc trén phan mém MTS (Microsoft Teams), giang vién
dang nhap vao phan mém MTS nhu di hudng dan tai muc 1.2 -> Chon Teams
(trén thanh cong cu) -> Create team -> Bat M@ mon hoc va gidi thiéu -> Thém
sinh vién va giang vién tr¢ giang -> Tao thanh cong.

Cu thé:

&' Join or create team

1
¢ s @ 0

Hé Théing Day Try Hop t ky thudt da N A, HB Trg Ky Thuat Sir
18 Thang Day Tnic lop t6 ky thudt day tnfc H8 Tr Gidng Vién 8 Trgr Ky Thudt Sinh

Tuyén UIT tuyén Vién

Thir

Buéc 1: Chon Teams trén thanh cong cu.

Bude 2: Click Join or create team

Bwéc 3: Chon Create a team

Microsoft Teams il Tim ki€m hc

< Quay lai

Tham gia hoac tao nhom

g
B 3 Tao nhém lan ang ma Life Develop
Céng khai
= 189 Nna ma
T Life Develop
| 5% Mhan m3 dé tham gia nhém? Nhap m3
cuscgo vao phin phia trén
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Bwéc 4: Chon Class

Select a team type

& 4 H 0wk

Class Professional Learning Staff Other
Discussions, group projects, Comm Unity (PLC) School administration and Clubs, study groups, after school
assignments Educatar working group development activities
Cancel

Buwéc 5: Dién mi 16p theo thoi khoa biéu (Bét budc) va mo ta rdi bAm Next

Create your team
Teachers are owners of class teams and students narticipate as members. Each class team allows you to
create assignments and guizzes, record stu zdback, and give your students a private space for

notes in Class Notebook.
MName

Description (optional)

Khoa Khoa hoc May tinh

Create a team using an existing team as a template

Cal1(EI m

Bugre 6: Thém sinh vién, giang vién tro giang tai bude nay. Co thé bo qua dé
tién hanh tao 16p xong r0i mé&i thém sinh vién va giang vién tro giang sau. Pic
biét can thém tai khoan ttpc@hcmuit.edu.vn cua phong Thanh tra Phap ché & Pam
bao chat lwong, dé ghi nhan thoi gian day online ctia quy Thay Co6.
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Add people to "Nhap mén lap trinh"

Students  Teachers

Search for students

Start typing a name to choose a group, distribution list, or person at your school.

Skip

Hét bude 6, hé théng s€ tu dong tao mot Teams.

M4 General ox Gl Notebook | Assgnments Grades. -
NM
Nhap mén I3p trinh

Welcome to Nhap mén lap trinh
want to start

Choose where you want

OL J ==

u

1.4.2.2. Tao kénh:

Theo mic dinh, mbi nhém c6 mot kénh Chung, day 1a kénh duoc st dung dé bat
dau budi day truc tuyén va thdng bao, thong tin ma ca 16p. Ngoai ra, trong 1 16p
c6 thé tao thém nhiéu kénh (nhém nho) dé thao lun riéng khi can. Cach thuc
hién nhu sau:

Buwdce 1: Chon °*" Thém tiy chon... bén canh tén nhom.
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< All teams @ General Posis Filss

Q Budce 1: Chon ...

£33 Manage team

@‘: Add channel Budce 2: Thém kénh

S Add member

€% Leave the team
£ Edit team
@ Getlink to team

&) Manage tags

i Delete the team

Budc 2: Chon Thém kénh.
Budc 3: Nhap tén va mo ta cho kénh cta ban.

Ban c6 thé xay dung kénh xung quanh mot chu dé, du an, tén phong ban, hoac
bat ctr di€u gi ban thich.

Create a channel for "Nhap mén lap trinh" team
Channel name

Letters, numbers, and spaces are allowed

Description (optional)

Help others find the right channel by providing a description

Privacy

Standard - Accessible to everyone on the team v D

C] Automatically show this channel in everyene’s channel list

Cancel

Buwdc 4: Chon ty dong hién thi kénh nay trong danh sach kénh cua moi nguoi néu
ban muon kénh nay dugc ty dong nhin thay trong danh sach kénh cua moi nguoi.
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Create a channel for "Nhap mén lap trinh"” team
Channzl name

Ban can su ldp

Description (optional)

Ngi trao déi cia |dp trudng va cic nhém trudng

Privacy

Private - Accessible only to a specific group of people within the team v (D)

Cancel Next

Thém thanh vién, c6 thé thém sau khi tao kénh xong.

Add members to the Ban can sw [&p channel

Students  Teachers

Search for students

Start typing a name to choose a group. distribution list, or person at your school.

Skip
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Buwdéc 5: Chon Thém.

NM

Nhap mén lap trinh

General

Ban cansu lép &

1.4.2.3. Quan ly l6p hoc:

=

Chon """ Thém tuy chon... bén canh tén nhom.

2. Chon quén 1y nhém (xem nhom) dé tim thanh vién, kénh, thiét dit va ung
dung cho nhom cua ban tit ca & cing mot noi.

3. Guri ma 16p cho sinh vién tu tham gia: Chon tuy chon -> Manage Team-> Setting
-> Team code -> Copy va giri Team code dén sinh vién ciia 16p.

4. Chon Cai dat > Anh nhém dé thém anh nhom va tao nén ca tinh cho nhém cua

ban.

W H6 Tro Ky Thuat Sip” “/ién - © Tchic
HT Nhom sé hétrqcy 2hwén

_ Thanhvien Kenh  Caidat “®Phantich  Ung dung
Ho Tree Ky Thudt Sinh V... - _—
¢ Anh nhom Thém anh nhém
Chung
» Quyén cua thanh vién Bat tinh nang tao kénh, thém tng dung, v.v.
» Quyén ciia khach Bat tinh nang tao kénh
v @luot dé cap Chon nguiti co thé sif dung dé cap @nhom va @kénh

<

Ma nhém Chia sé ma nay dé moi (hvg\ gia tryc ti€p vao nhém- ban sé khéng nhan dugc yéu
cau tham gia

Ghi chix: Khach sé khéng thé tham gia bang ma nhom

Noi duna thi vi Cha nhén rar emaii Anh meme Anh GIF haae hinh dan

1.4.2.4. Bit diu budi day:

Chuén bi tai nghe, micro, webcam va PC c6 két ndi mang. Luu y gido vién khong
thé dung dién thoai dé bat dau buoi day truc tuyén dwgc.

1. Chon 16p hoc mudn bit ddu, vao muc “Chung”
2. Chon chtric nang “hgp ngay”
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{ Tat ca cac nhém

E

Test

Chung

Dit tén budi hoc:

&3

DB

ung Baidang Tép Class Notebook Baitap Grades t

iy

Tai lén tai liéu 1&p hoc Thiét 1a

Pao Loc Binh da thay ddi mo ta nhém

Noi trao d8i lich hoc

< Trals

B4t dau cudc héi thoai mdi @ dé dé cap dén mét ngudi nao doé

A 2 © @B B o SR -

3
4. Tuy chon: Tat/mé camera, chon camera (truong hop cé sit dung nhiéu

webcam).

5. Bit dau budi day bang cach chon “hop ngay” hodc 1én lich cudc hop cho budi

day

/ Tat

Pat tén budi hoc

Hop ngay

4
Q; Camera

(] Lén lich cubc hop

Bién soan: Pao Loc Binh — Luong Van Song
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CHUONG 2: CAC THAO TAC

2.1. Cac thao tac co ban:

NM General Posts Files Class Notebook Assignments Grades -+

2.1.1. Posts:
- Pay la dién dan chung dé trao ddi voi cac thanh vién trong 16p, ban co thé
thuc hién mét sb chire:
o Gui thong bao dén cac thanh vién trong 16p.

Start a new conversation. Type @ to mention someone.

Ay ¢ @ [ B Qx| e N

Chon Format dé mé rOng tinh ndng ctia vi¢c soan bai viét.

G

E‘f New conversation ~  Everyone can reply '-_[J_] Post in multiple channels

B /7 U S v A WA Paragraph ~» I, | <= H»>= = = | 1 @ <

Bt

Add a subject

Start a new conversation. Type @ to mention someone.

A ¢ O@BE G B g - -

Sau khi soan xong, bam guri dé gui dén céc thanh vién 16p.
o Dinh kem file bai giang.
o T6 chirc Meeting (tinh ning duoc nodi dén trong phan sau)
2.1.2. Files: noi luu trit toan bd cac tap tin lién quan dén bai giang.

NM  General Posts Files Class Notebook Assignments Grades W

+ New v 7 Upload @ Copylink 4 Download + Add cloudstorage @ Open in SharePoint = All Documents v

General

[ Namev Modified | v Modified By +

Tai liéu 1ép hoc Luong Vin Seng

O bat ky noi nao trong Teams, hdy tim biéu tuong chiéc ghim kep
giéy @ dé Pinh kém mot tep. Hodc:
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o Di toi tab Tép.

e Chon Tai Ién.

« Chon mét hodc nhiéu tép tor may tinh thiét bi hodc tir tai khoan
OneDrive for Business.

° ChOl'l M.

2.1.3. Class Notebook: ghi chép lai.
2.1.4. Assignments: tao bai tap, khao sat.

NM General Posts Files Class Notebook Assignments Grades +

Upcoming

~ Drafts (0)

No draft assignments yet.

~ Assigned (0)

A
ssignment Looks like everything's been graded.
Quiz

From existing

Ngoai céc tinh nang trén, MTS con cung cap nhiéu tmng dung mé rong do
Microsoft phat trién, ban c6 thé tham khao thém tai office.com.
2.2. Cac thao tac nang cao:
2.2.1. Meeting: (Dung dé giang day twong tac trwe tiép véi sinh vién)
2.2.1.1. Giao dién budi hoc va cac bude tao budi hoc:
Budc 1: Dé to chirc mot cude hop trong 16p, ban chon Meeting tai tag Posts.

Start @ new conversation. Type @ to mention somzone.

b QWP R Q- B

Budc 2: Pat tén/chu d& cua budi giang day/hop. Sau d6 bdm Meet now dé
tién hanh budi hoc ngay hoac chon Schedule a meeting dé 1én lich hen cho
mot budi hoc s& dién ra. Ban co6 thé chon Camera tai budc nay.
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Meet now

¢ Camera [} Schedule a meeting

Budce 3:
Ctra s0 hién thi.
Thanh cong cu lam viéc:

Tat/Bat va Két thic
cai dat chia bubi hoc
Sé

Tat/Bat
Micro

Tat/Bat
camera

TAt/Bat cira s6 danh
sach nguoi tham gia

Cac cai dat Tat/Bat cira
sb tro chuyén
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Budc 4: Cac cai dat

22 Show device settings

£ Show meeting notes

T Enter full screen

Blur my background
[cg] Turn on live captions (preview)
i Keypad

(O Start recording

[ Turn off incoming video

Chon tai thanh cong cu nut cac cai dat, chon Show device settings.

Bién soan: Pao Loc Binh — Luong Van Song
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Device settings X

Audio devices
Chon thiét bi &m thanh d3au vao

PC Mic and 5peakers W

NN

Speaker
Chon thiét bi &m thanh dau

Speakers (Conexant SmartAudio HD)  ~ ra (Khuyén khich st dung tai

AN

cl) ®

Microphone

Microphone (Conexant SmartAudio ... Kiém tra tin hiéu &m thanh d4u

7\

u:
Camera
Chon camera: webcam, phan
vMix Video S ’ " . P
mém vmix...
Meeting settings
Private viewing On

Allow participants to move through shared
presentations on their own

Budc 5: Chia sé man hinh/tai liéu/bai giang...

Khi bam vao nut chia sé, ban s€ nhan dugc ctra s tuong tu, ban s€ chon ndi
dung muon chia sé.

o May tinh dé ban cho phép ban hién thi moi thtr trén man hinh cta ban.
o Cira s6 cho phép ban hién thi mot ing dung cu thé.
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o PowerPoint cho phép ban hién thi ban trinh bay.
o Duyét cho phép ban tim thay t€p ma ban muon hién thi.

s WM& Q) ow B B o~

() Indude system audio

Deskiop Window PowerPoint Browse  Whiteboard

l No files available
o | 5 9

Screen #1 Budi 1 (Meeting) | Micros...  Microsoft Office Home - ..

-

Sau khi ban chon ndi dung ban mudn hién thi, vién mau d6 bao quanh nhitng
gi ban dang chia sé. (V61 Linux s€ khong c6 vién mau do)

Chon dirng chia sé d¢ ding Hién thi man hinh cua ban.

***Chia sé Am thanh hé thong cua ban cho phép ban dong 4m thanh may
tinh cua ban dé tham gia cudc hop thong qua cac nhom. Ban c6 thé dung néd
deé phat video hoac clip am thanh nhu mét phan cta ban trinh bay.

Pé chia s¢ am thanh hé théng cua ban, hiy chon chia s¢ ™ trong diéu khién
cudc hop cua ban va sau d6 bao gom am thanh hé théng. Khi ban chia sé,
tat ca cac am thanh hé thong cua ban, bao gom théng béo, s& duoc dua vao
cudc hop. Pé biét thém vé chia s¢ am thanh hé thdng, hay xem chia sé am
thanh hé thong trong mot cudc hop nhom.

***Chia s¢ cac trang chiéu PowerPoint trong mdt cudc hop

Néu ban chon chia sé té€p PowerPoint trong mgt cudc hop, nguoi dy s€ nhan
dugc mdt s6 chirc nang dac biét:

« Ho sé& c6 thé di chuyén xung quanh cac trang chiéu khac nhau ma khong 1am
gian doan ban trinh bay chinh.
e Ho c6 thé dong bd hoa dang xem cua ho trd lai dang xem dién gia bang mot
lan bam chudt.
Chon chia sé (] trong diéu khién cudc hop cua ban.
Trong phan PowerPoint , chon tép ban mudn. Chon duyét dé tim tép khéc.
Luuy:
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Phan PowerPoint liét ké cac tép gan ddy nhat ma ban ¢ mé hoic chinh sira trong
site nhém SharePoint hoic OneDrive caa ban. Néu ban chon mét trong nhitng tép
nay dé trinh bay, tat ca ngudi du cudc hop s& cd thé xem cac trang chiéu trong
cudc hop. Quyén truy nhap caa ho vao tép bén ngoai cudc hop sé khdng thay doi.

Néu ban chon duyét , rdi chon trinh bay tép PowerPoint chua duoc tai 1én trudc
day, n6 s& duoc tai 1én nhu mét phan cua cudc hop. Néu ban dang trinh bay trong
mét cudc hop kénh, tép duoc tai 1én tab tép trong kénh, trong do tat ca cac thanh
vién nhom s& c6 quyén truy nhap vao d6. Néu ban dang trinh bay trong mot cudc
hop riéng tu, tép duoc tai 1én OneDrive cua ban, noi chi nhitng nguoi du cudc
hop s& 6 thé truy nhap no.

***Chija sé quyén trinh chiéu:

Ngoai viéc giang vién trinh chiéu hay chia sé man hinh, thi giang vién c6 thé
thém duogc 2 tinh nang khac:

- Chia sé cho sinh vién/giang vién khéc thao tac trén trinh chiéu cua minh dé
trinh bay tiép noi dung.

- Cho phép sinh vién/giang vién khac chia sé ndi dung cua ho cho 16p hoc.
Cu thé s& duoc thong tin tai phan tiép theo.

Budc 6: Ghi lai bai giang.

@ Show device settings

E Show meeting notes

= Enter full screen BII(S'C 2

% Blur my background
Turn on live captions (preview)
Keypad

(O Start recording

(A1 Turn off incoming video BII(’)’C 1

Chon cac cai dat -> Chon Start recording -> Bét dau Rec -> Stop Rec khi két
thdc.

Luu ¥: trong mot budi hoc, tai mot thoi diém chi c6 mot ngudi Record va file
luu lai s& duoc cdng khai cho ca 16p vi thé Giang vién phai théng nhat truéc.

Budc 7: Cai dat quyén cua nguoi tham gia I6p hoc.
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- Chon Bat cua s6 nguoi tham gia.
- Tai danh sach nguoi tham gia, chon ... (more options) -> Make a
presenter/Make an attendee (Cac quyén co ban xem phan tiép theo)

a
L]
=]
a
.
a
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2.2.1.2.

@

Invite someone

Currently in this meeting (2)

o S Tat tieng ngudl tham du

—

Suggestions & Mute participant a— Xoa Ilglff)'i tham gla
o | & Fin khoi budi hoe/cude
&% Remove participant e gOI
# Make an attendec e

= Thay doi quyén
cua nguo1 tham
gia trong buoi
hoc: ngudi tham
gia/dién gia

Cac quyén co bén:

Nguoi to chirc: ngudi tao ra 16p hoc c¢é thé két thiic budi hoce va cac thao tac
khéc.

Dién gia: c6 quyén chia sé ndi dung, tat tiéng, thay doi quyén ctia ngudi tham
gia.

Ngudi tham gia: xem va nghe ndi dung dién gia chia sé.

2.2.2. Stream: (Dung dé giang day khong twong tac voi sinh vién)
Tinh nang nay tam thoi chua stir dung.

Mot s6 lwu y chung

Sinh vién tham gia 16p hoc can sir dung tai nghe, han ché dung loa ngoai.
Néu mot nhém sinh vién ngdi gan nhau thi khong dugc mé loa va mic trén
nhiéu thiét bi cung ltic (dm thanh s& bi ha).

Tat mic khi tham gia bu6i hoc chi md mic khi ¢6 nhu cau phat biéu va tit mic
sau khi phét biéu xong.

Sinh vién khong tu ¥ st dung cong cu chia sé man hinh khi khong dugc su
cho phép cua GV.

Khi str dung Webcam, can dam bao du 4nh sang (t6t nhat 1a dén led) luu ¥
khung canh xung quanh va phia sau, dam bao khong gay mat thim mj.
Chon noi yén tinh dé day va hoc, han ché tiéng on va tap am.
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