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QUY TRINH PAO TAO
TREN MICROSOFT TEAMS

- Buéc 1: Truy cip vao Microsoft Teams véi tai khoan e-mail HVU da duoc cép trudce
day (E-mail dang: *@hvu.edu.vn)

- Buéc 2: Giang vién tao 16p hoc online trén Microsoft Teams véi tén 16p theo quy tic:
Mi_MH(NMH) - Tén GV - Tén_mén_hoc (Vi du: INT302(01) — C.Hién — Tin hoc dai
cwong). Cac théng tin vé Ma_MH, NMH, Tén_mén_hoc duoc ldy tir Thoi khoa biéu.

- Budc 3: Thém sinh vién vao 16p hoc online thong qua ma sinh vién.

- Budc 4: Thém tai khoan "thanhtra" va "phongdaotao" vao 16p.

- Budc 5: Pua tai liéu 1én 16p hoc online.

- Budc 6: Giang bai truc tuyén théng qua tinh ning “Hop ngay” (“Meet Now”) cia
Microsoft Teams theo ding thoi gian trén Thoi khoa biéu. Do hé théng mang hién tai cia
Nha trudong khong thé dap tng duogc mot sd luong 16n cac 16p hoc ddng thoi, vi thé Nha
truong khuyén khich giang vién giang bai ngoai truong (noi yén tinh va c6 mang Internet).

- Buéc 7: Giao bai tip, chAm bai cho sinh vién théng qua tinh ning “Bai tap”
(“Assignment”).



HUONG DAN SU DUNG
MICROSOFT TEAMS

* Mot s6 yéu ciu dé tham gia MS OFFICE 365 TEAMS:

- Giang vién c6 thé str dung MS OFFICE 365 Team trén cic nén tang Windows, Mac
OS, Android, 10S hodc chay truc tiép trén Website.

- Giang vién phai kich hoat tai khoan MS OFFICE 365 do Phong Pio tao cap, cu thé:
+ Giang vién: *@hvu.edu.vn
+ Sinh vién: ma_sinh_vién@hvu.edu.vn
1. T4i va cai diat phan mém
- Budc 1. Vao dia chi https://teams.microsoft.com/downloads
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- Budc 2. Click vao 6 Download Teams. Trinh duyét s€ tu dong xac dinh hé diéu
hanh va cho phép download phién ban phu hop.
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- Buéc 3. Néu mudn chon phién ban cu thé cho thiét bi: kéo xuéng dudi.

- Budc 4. Click vao file vira tai vé.

2. bang nhap

+ Truy cép vao dia chi https://teams.microsoft.com béng trinh duyét web, hodc mé
phén mém Microsoft Teams trén cac nén tang Windows, Mac OS, Android, 10S.

+ Nhap tai khoan (Account): *@hvu.edu.vn; mat khau (Password) va nhan Pang
nhap (Sign in).

3. Tao lop hoc (Phong Dao tao sé lam budc nay)
Microsoft Teams c6 2 phién ban: giao dién tiéng Anh va giao dién tiéng Viét.

Ban huéng din nay dung giao dién tiéng Viét va s& chi thich giao dién tiéng Anh
tuong tng.

Giao dién chinh sau khi dang nhéap:



Nhén vao nit Tao nhém / Chon Lép hoc

Nhap tén 16p va mo ta vén tit thong tin ciia 10p (néu can) / Chon Next (Tiép theo).



- Man hinh hién thi cho phép Thém sinh vién vao 16p hoc

Giang vién tai danh sach 16p tir website dao tao, copy & paste ma sinh vién vao tab
Hoc vién (Students) / Chon Thém (Add) dé thém sinh vién vao 16p hoc. Lap lai cho dén hét
danh sach.



- (0 thé xda sinh vién bang cach nhan vao nit

Sau khi nhap xong danh sach sinh vién thi nhan nut Péng (Close). Giao dién sau khi
nhap xong danh séach sinh vién cua 16p ciing 1a giao dién chinh cua MS Team:



Trong d6 gdm céc chirc ning:
- Tab Bai ding (Posts): dung dé dang bai va tuong tac voi sinh vién.
- Tab T¢p (File): upload hodc download file tai li¢u.
- Tab Class Notebook: so tay gido vién.
- Tab Bai tap (Assignment): gido vién soan bai tap giao cho sinh vién.
- Tab Grades: gido vién chim bai tap va tra diém cho sinh vién.
4. TAi tai liéu 1én 16p hoc

- Tai giao dién cua tab T¢p: chon Tai lén



- Chon duong dan dén file can tai 1én va chon Open

Két qua:



5. Giang bai true tuyén

Chon tab Bai dang (1) / Chon Hop ngay (Meet now) (2) dé bat dau giang truc tuyén.

-

- Giao dién hién thi:
+ (1): cho phép thém thong tin cua phién giang truc tuyén.
+(2): bét dau vao 1op hoc.

+ (3): bat/tit camera



- Chon Hop ngay (2) dé bt dau 1én 16p. Giao dién chinh cta phién giang:
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Trong d6 mdt so cac chire ning duoc hd tro:
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Chu y: Vo1 nut chia sé (4) ¢ hinh trén s€ c6 cac hinh thuc chia sé nhu sau:

- (1) Man hinh: s€ chia sé toan b man hinh, moi thao tac trén may tinh ctia gido vién
s€ dugc tat ca sinh vién tham gia xem duogc;

- (2) Cura s0: 1a nhiing ctra s6 dang mé ¢ trén mdy tinh ma gido vién muon chia sé, hay
chon mot ctra sO dé€ chia sé néu muon;
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- (3) PowerPoint: 1a danh sach céc file PowerPoint c6 sin. Chon 1 file Powerpoint dé
trinh chiéu:

Trong do:
+ (a): di chuyén vé slide trudc
+ (b): di chuyén vé slide sau

+ (c): ngdn khong cho sinh vién tir ¥ di chuyén cac slide khi giang vién dang trinh
chiéu.

+ (d): két thac trinh chiéu

- (4) Duyét: dung dé duyét qua cac tai liéu bao gdbm Duyét nhom va kénh dé chon moét file
PowerPoint trong hoc li€u ciia mén hoc dé trinh chiéu, hodc duyét qua OneDrive hay Tai
file PowerPoint 1én tir may tinh 1én 16p hoc dé trinh chiéu;

- (5) Bang tring: s& gitp gido vién chia sé bang tring dé viét nhu viét bang & trén 16p.
6. Soan bai tap cho 16p hoc

Chon tab Bai tap / chon Create:



13

Giang vién chon 1 trong 2 dang bai tap: tu luin (Assignment) hodc tric nghiém
(Quiz), sau d6 soan ndi dung bai tap truc tiép trén MS Office365 Teams.

7. Cham diém bai tap

D61 véi bai tip trac nghiém, diém cua sinh vién sé dugc cham ty dong bang phan
mém MS Teams. Con véi bai tap tu ludn, gidng vién chon tab “Grades” dé nhap diém
cho tirng sinh vién.



