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A. HUONG DAN CAI PAT

1. Tai phan mém Micrsoft Teams vé may tinh
» Buwéc 1. Truy cap vao dia chi:

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

Giao dién tai phan mém dugc hién thi nhu sau:

Tai xuéng Teams cho may tinh cua ban

Tai xudng Teams

Tai Ung dung Teams danh cho
thiét bi di dong

e = am
@ 'W =

Hay nhap dia chi email cda ban va ching t8i s& gl lién k&t tai xudng.

GUI NGAY

Cach dia chi email cia ban dugc sif dung. (@

> Bwéc 2. Chon Tai xudéng Teams hoic Download Teams


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

HCMA UDCNTT - Huéng dan sir dung Microsoft Teams trén May tinh ca nhan

Tai Teams danh cho cong viéc xuéng may tinh cua
ban

Tai xufing Teams

7

Khi d6, bo cai dat phan mém duoc ty dong tai vé may tinh — nhu hinh bén duéi.

(Trong trudng hop trinh duyét ciia ban yéu cau chon duong dan trudce khi luu tép

tin thi ban chon thu muc dé luu)

Tai Teams danh cho céng viéc xuéng may tinh cua
ban
/ I

ﬂ O Tea"; w H‘CF = *:4 ErE . oS Huecng dan su du..doox . Show al

2. Cai dat Micrsoft Teams
> Buwdc 1: Tim dén thu myc da luu tép tin. Mic dinh thuong 13 thu muc Tai
vé/Download hoic mg ludn trén trinh duyét, bang cach: bam vao file vira tai

vé (& dudi clng, goc tréai cua trinh duyét) = chon “Show in folder”:

TaiTeamsda " . " udng may tinh cua
Always open files of this type
Show in folder s @
Cance - -

m Teams. windows_x64.exe w @ng dan su du...docx A Show all b 4




' Mame Date modified

Puwéng dan Iy
file da tai

~ Today (1)
* Teams_windows_xBd.exe 47222020 2:57 PM I

Documents ~ Earlier this week (1)

[&] Pictures - n Zoominstaller. g 4192020 311 PM

o Mirror - ~ Last week (8)

BG cai Teams
vira dwoc tai vé

Wi Mau 11-KND B 4/17/2020 9:55 AM

» o OneDrive
m General (2).zip AMe2020 11:37 PM
v B This PC B%) BN_Introduction.ppx 4/16/2020 11:34 PM
> 4 3D Objects HH General (1).zip 4/16/2020 11:34 PM

> Budc 2. Click dap vao file da tai vé Teams_windows hoic Teams_Osx.

Man hinh cai dat hién thj nhu sau:

BY Microsoft

Installing Microsoft Teams

Sau khi cai dit thanh céng, biéu tugng ciia Phan mém s& duoc hién thi trén

Desktop:



HCMA UDCNTT - Huéng dan sir dung Microsoft Teams trén May tinh ca nhan

. Ge

7"Crcate gif sy / DCDaily Sale® © Counter
{ clmtrama... 10.28.1.67 = = Strike.ex...

f

¥ Microsoftl,, db PO Online, ‘nha hang
Edge . map saix|sx

@S | o
DCdigi.ams F Microsoft
I Teams




B. HUONG DAN SU DUNG PHAN MEM

1. Pang nhap
> Budc 1: Mé Ung dung
> Budc 2: Nhap thong tin ding nhap: Tén dang nhap, mat khau (thdng tin
s& duoc Trung tim Ung dung Cong nghé théng tin cung cap)
> Budc 3: Thuc hién céc thao tac thiét lap duoc hién thi trén man hinh

Cu thé nhu hinh huéng dan bén dudi:

> Budc 1: Mo Ung dung A ; A 3
1 @ S :
Microsoftl, 'DC digi.ams . ‘nha hang
Edge 0 | map saixlsx

Bam dlp chuét vao
Microsoft Teams trén
man hinh Desktop dé

Microsoft
Teams

m¢& (rng dung

> Budéc 2: Nhap thong tin dang nhap: Tén ding nhap, mat khau

B® Microsoft

lethithu@hcma.edu.vn

Enter password 1. Nhap mat khu

1. Nhap tén dang nhap SChOOI, oooooooooo.|
or icrosoft account.
Forgot my password c R
2. Bam nat
Sign in with another account

Iethithu@hcma.edu.vn| LTI T o




» Buwoc 3: Thuc hién cac thao tac

thiét 1ap duoc hién thi trén man

S
One more step to set up Teams with Office
Click Let's do it, then click Yes in the next screen to get everything

Man hinh hién thi sau khi dang nhap thanh cong, vai nhitg thong tin chinh nhu sau:

Théng tin tai @
khoan ca nhan C]

+ .
28 Join or create team

Search or type a comma

Teams Tham gia hodc (& |
Tao mat nhom f

Your teams

Lép hoc 1 Trung tdm Ung dung CNTT

Danh sach cac
Nhom/Lérp hoc
dwoc tham gia

2. Cach ddi mat khau
> Bwoc 1: Truy cap vao dia chi https://www.microsoft.com/ trén trinh duyét.

> Buéc 2: Dang nhap vao hé théng Microsoft


https://www.microsoft.com/

- C @ "nicrosoft.com/\.'i-vn/' QA &%w B &k o P B & $

=- Microsoft Microsoft 365  Office  Windows Xbox HOtro 1. Bamvao

biéu tong nay
dé dang nhéap

Lam viéc tir xa v&i Microsoft
Teams

ae Microsoft 2- Nhap thong
tén dang nhap

bang nhap

lethithu@hcma.ed u.vr1|

Khdng co tai khoan? Tao tai khoan!
Dang nhap bang khoa bao mat (7)

Tuy chon dang nhap




a8 Microsoft

lethithu@hcma.edu.vn

Enter password

Forgot my password

Sign in with another account

> Buéc 3: Boi mat khau

v/ Bam vao Théng tin tai khoan (g6c trén cung bén phai) > Xem tai

khoan

T4t c3 Mic

1. Ba4m vao Thong
tin tai khoan

Dang xuat

Le Thi Thu
“ lethithu@hcma.eduvn
; Xem t3i khoan




Email: lethithu@hcma.edu.vn

Alternate email:

Manage account

Change password

— -
Set up self service password reset
Review terms of use

Sign out everywhere

change password

Strong password re 8-256
characters. Do not include commen weords or
names. Combine uppercase letters, lowercase
letters, numbers, and symbaols.

User ID
|ethithu@hcma.edu.vn

Old password

Nhap mat
khau hién tai
Nhap mat
khau mdi

Nhap lai mat
khau mai

Confirm new password

cancel




3. Céch chuyén d6i ngdn ngir Tiéng Viét
Ngon ngit mac dinh cia Phan mém 14 tiéng Anh, dé thuan tién trong viéc sir
dung, ngudi ding cé thé thyc hién chuyén d6i sang ngdn ngi tiéng Viét, bang cach

Sau.

1. Bam vao biéu

arch or type

1. BAm vao biéu twrong
Tai khoan ca nhan

twong Tai khoan ca

nhdn & goc phai
man hinh - Sau

do chon “Settings” @ Available >
Eff Set status message

Le Thi Thu

Change picture

[] Saved
2. Bam chon I £33 Settings
Settings
Zoom —  (100%) + 3

» hoc 1
Keyboard shortcuts

2. Di chuyén man || Settings

e

hinh xudng duéi,

=3 General Auto-start application
tim dén phén & Privacy (] ©pen application in background
“Language” L1 MNotifications 8] unning
_ 0O o Kéo man hinh dén o -
{ Devices phan Language n (requires restartin
BY Permissions Re |' r Office (requires re
applic
L Calls
Language

Restart application to apply language settings.
App language determines the date and time format.

English (United States) ~

Keyboard language overrides keyboard shortcuts.

English (United States) e




3. Lua chon ngon
ngit “Tiéng Viét”

Settings

£3 General
& Privacy
Q. Motifications
i Devices
B8 Permissions

L Calls

S e e

Auto-start application

Svenska (Sverige)
’. Tiéng Viét (Viét Nam)
Turkge (Tdrkiye)
islenska {I'slandjl

Cettina (feské republika)

Bam vao day va lra
chon "Tieéng Viéet"

English (United States)

restartin

uires re

Keyboard language overrides keyboard shortcuts.

English (United States)

4. Sau d6 bam n(t
“Save and restart”
dé luu thong tin va
Hé théng tu khoi
dong lai phan mém
dé chuyén doi sang
ngdbn ngit Tiéng
Viét.

Language

Restart application to apply language settings.
App language determines the date and time format.

Tiéng Viét (Viét Nam) S

Keyboard language overrides keyboard shortcuts.

English (United States)

Bam vao day
dé thuwre thi

Save and restart

4. Tham gia hoc

> Budéc 1: BAm chon “Nhom/Teams” trén man hinh chinh & Bam chon Lép

tham gia hoc.




Tim kiém hoac gd lénh

1. ?I"?l’:?]r%non 2 BAmM mér Lép Y & 20 Tham gia hodc tao nhém
= Nhom cda ban
TU Lh
Trung tdm Ung dung CNTT Lép hoc 1

LD

L&p Dan van K26

> Buwéc 2: BAm vao gio giang ¢ trén Tab “Bai ding/Posts” (nhu hinh dudi).
Khi giang vién bat dau bai giang truc tuyén, théng tin s& dugc hién thi trén

man hinh.



1. Chon Tab
"Bai dang"

Chung | Bai dang

én @& Nham

H

Tran Quang Dieu Thir T 09:29
L1 D ¥in chao cad nhém i
Tyl 2.Bamvao
i « Tra i budi hoc
E 9o Ha
™ Tran Quang Dieu Thir Tw 03:32
E Scheduled a meeting
Hop toan don vi
& Thir Tu, ngdy 15 thang 4 ndm 2020 @ 10:30
""""" Thu gon 3t cd
£ Hop toan don vi da két thuc: O T
04 Cudc hop d3 két thic HH
« Tralai

£’ Tran Danh Tuan d3 thém Pham Manh Hién vao nhém.

Bat diu cudc hdi thoai mdi. Nhap @ dé€ dé cap dén méat ngudi nao do.

% Ao ¢ @ W B > Q e B

_H + Thém vao lich ’Theo doi

- Ngay 16 thang 04 ndm 2020 09:00 - 10:00 Tp 112 Quang Dieu
Tl Ngudi ta chirc




Chon cai dat m thanh va video cho

Hop Trung tam CNTT

BAm nit nay dé
Vao Iép hoc

3
Tham gia ngay -

4 @ a & @@ S Micrdvaloa May tinh

Trong do:
1. Bat/tat camera: Trén man hinh dang c6 dau gach chéo c6 nghia 1a camera
dang bj tat
2. Bat/ tit micro: Trén man hinh khdng c6 dau gach chéo nghia 1a micro
dang dugc bat
3. Kiém tra cac két ni &m thanh trén may tinh. Khi bam vao s& hién thi cac
thong tin cai dat thiét bi nhu sau:
Cai dit thiét bi X
Thiét bi &m thanh

Micrd va Loa May tinh R4

Loa

Speakers (Conexant SmartAudic HD) ~

Micrd

Microphone Array (Conexant SmartA... v

= Goi thir



> Khi tham gia 16p hoc, man hinh hién thi nhu sau:

Hinh &nh
hoc vién

Tran Quang Dieu

Trong do:
1. Thoi gian da giang
Bat/ tat camera

Bat/ tit micro

H w N

Chia sé tai liéu: Chirc nang nay gilp tat ca thanh vién trong 16p déu cé thé
nhin thay file ban chia sé trinh chiéu trén man hinh.

5. Cac hanh dong khac: Ghi lai gio giang, ...

6. Hién thi noi dung thao luan caa 16p

7. Hién thi danh sach thanh vién cua l6p

8. Roi khoi gio giang.

5. Pang/ tai tai liéu

5.1 Tao thuw muc

Pé tai lidu duoc luu trir mot cach c6 hé thdng, ngudi dung c6 thé tao thanh

cac Thu muyc, bang céch:



> Bam chon “Nhém/Teams” trén man hinh chinh = Chon mét I6p mubn
dang tai li¢u.

» Chon muc “Tép/Files” trén thanh chirc nang = Chon nat “Mdi/News” =
Chon “Thu muc/Folder”:

ap Grades -+

o Dongbd @ Saochéplienkst | Taixudng

Tai liéu Word

] Dasiaddi | ~ Mgudi Sira ddi ~
50 lam wigc Excel

Le Thi Thu

=8

Ban trinh bay PowerPoint

B

56 tay OneNote

Forms danh cho Excel

[

> Nhap tén thuy muc > bam nat “Tao”

Tao thu muc >

Slide bai gidng|

Tao




—n Chung Baidiang Tép Class Notebook Baitdp Grades —+

+ Mdéi ~ T Tailén I3 Dngbdé @ Saochépliénkét | Taixudng

General
Tén ~ Thir muc ‘"'U"E{ _ Dasta ddi | ~ Ngui Sira ddi ~
dwgc thém mdi
Tai ligu Idp hoc Le Thi Thu
_\I
L " 5lide bai giang 10 phut trudc Le Thi Thu

5.2 Dang tai li€u

» Chon muc “Tép/Files” ctua lop = Chon nut “Tai 1én/Upload”

LD Chung Bai dang] Tép é@cok Baitdp Grades —T

+ Mdi v T Tailén ‘,‘@ @ Sao chép lién két 4 Tai xudng

General
Tén -~ Pasta déi | ~ MNgudi Sira ddi ~
Tai ligu l8p hoc Le Thi Thu
_\I
L " Slide bai giang 10 phut trudc Le Thi Thu

> Chon file & trong may tinh mudn tai 1én = sau d6 bam nat “Open”



@] 2 VLAM, pptx £/18/2014 4:54 PM Microsoft Powe
@ 3.OHCP.ppix 4/13/2014 10:32 PM Microsoft Powe
@ BM_Introduction.pptx 117472013 7:47 PM Microsoft Powe

@ BM_Lessonl.pptx 117472013 7:45 PM Microsoft Powe

@l BM_Lessond.pptx 11/6/2013 12:27 AM Microsoft Powe
%] BN_Lesson5.pptx 1. Chonfile 11/6/2013 12:26 AM Microsoft Powe
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Cancel

5.3 Tai tai lieu
Chue ning nay giup Giang vién va Hoc vién cd thé tai tai liéu vé may tinh ca
nhan, thao tac thuc hién nhu sau:

> Chon muc “Tép/Files” cua I6p > Chon nut “Tai xudng/Download”

Chung Baiding Baitap Grades -+
@ Mé v~ @ Saochépliénkét ] Bién pj . 4 Taixudng
2. Bam nut nay
dé tai xuong
General todan bad tai liéu
Bam chonvao térj tai ”élu B3 sraddi | ~ MNgudi Stra d8i ~
—= An nit "Tai xudng" néu
chi mudn tai tai liéu nay. Le Thi Thu
lide bai giang 31 phudt trudc Le Thi Thu
_\I
(v @ BN_Introduction.pptx 13 phut trudc Le Thi Thu




6. Chia sé man hinh:
Pé chia sé man hinh, bam chon vao biéu twong “Chia sé”, man hinh sé& hién
thi nhu sau:

Bam chon biéu
trrgng Chia sé

00:18

PowerPoint Duyét

o Khéng c6 tép kha

= o

T

Man hinh #1 Microsoft Teams Microsoft Whiteboard

Trong do:

1. Chia sé am thanh: Tick vao 6 nay néu mudn chia s¢ man hinh bao gém ca
am thanh trén may tinh.

2. Chia sé man hinh: sé chia sé toan b6 man hinh, moi thao tac trén may tinh
cta déu dugc céc thanh vién trong nhém nhin thay.

3. Bang trang: s& gilp chia s¢ mot bang trang dé thao tac viét nhu viét bang ¢
trén 1op.

7. Ghi lai gior giang:

> Bt dau ghi: Dé c6 thé ghi va luu lai gio giang, trén man hinh giang truc
tuyén, bam chon biéu twong “...” trén thanh cong cu > sau d6 chon “Bit
dau ghi”



7% Hién thi hiéu #ng nén

[Eg] Bat cha thich truc tiép (ban xem trudc, chi c6 bang tiéng Anh My)

i1 Ban phim

() Bat dau ghi

o= K& thic cubc hop

(74 Tat video dén 2. Chon "Bat

) dau ghi"
1. Bam chon

> Dirng ghi: Khi mudn ding ghi, bAm chon biéu twong “...” trén thanh cong
cu = sau d6 bam nut “Dung ghi™:
7% Hién thi hiu dng nén
[cc] Bat cha thich truc ti€p (ban xem trudc, chi c6 bang ti€ng Anh My)
i Ban phim

(O Dirng ghi

o K& thic cubc hop

[ Tat video d n

- Xac nhan Dung ghi:



Ban muén dirng ghi?

Cuéc hop nay dang dudc ghi lai. Ban ¢6 chic chan
mudn difng lai khéng?

Video s& dugc hién thi trén muc “Bai dang/Posts” va luu tai Microsoft
Stream trong tai khoan cé nhan.
> Chia sé video bai gidng: Dé tat ca cac hoc vién cua lép déu co thé xem
duoc video bai giang, thuc hién nhu sau:
v' Vao muc “Bai dang/Posts”
v Chon biéu tugng “...” tai video muén chia sé
v' Bam chon “Chia sé/Share”
v Sau d6 x4c nhan lai bang cach nhan vao nut “Chia sé” trén hop thoai

hién thi trén man hinh.



@d Cudc hop da két thuc: 28 gidy

& Tra lai
Sa CuGc hop 33 két thilc 2 phiat 9 Mg trong Microsoft Stream

T Chia sé
& Traloi
L3y lién két

04 Cudc hop da két thuc: 1 phat 15 [4  Dat muc nay thanh tab

o Tra o (D Tim hiéu thém

/\ Béocdosucéd

(] Cudc hop da két thuc: 1 phat 51

. Cudc hop
3 Buoc ghi 4m bdi: Le Thi Thu

— e
!

E 1 phit 27 gidy

& Tra lsi

Ban mudn ban ghi nay san ding cho moi ngudi trong
t& chifc clia minh?




