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* Quy trinh dao tao dugc bién soan bdi Phong Pao tao

* Tai liéu huéng dan st dung dugc bién soan boi Khoa Ky thuat Cong nghé



QUY TRINH PAO TAO
TREN MICROSOFT TEAMS

- Budc 1: Truy cap vao Microsoft Teams voi tai khoan e-mail HVU d3 duoc cap
trudc day (E-mail dang: ma_sinh_vién@hvu.edu.vn).

- Budc 2: Viao 16p hoc tuong tng véi Thoi khoa biéu.
- Budce 3: boc tai liéu Giang vién da dua 1én.

- Buéc 4: Tham du bai giang tryc tuyén théng qua tinh ning “Hop ngay”
(“Meet Now”) ctia Microsoft Teams theo dung thoi gian trén Thoi khoa biéu.

- Budc 5: Lam cac bai tap Gidng vién giao thong qua tinh ndng “Bai tap”
(“Assignment”).

- Budc 6: Xem diém va xem nhén xét cua gido vién doi véi bai tap cia minh.



HUONG DAN SU DUNG
MICROSOFT TEAMS

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

- Sinh vién c¢6 thé st dung MS OFFICE 365 Team trén cic nén ting Windows,
Mac OS, Android, 10S hodc chay truc tiép trén Website.

- Sinh vién phai kich hoat tai khoan MS OFFICE 365 do Phong Pao tao cép, cu
thé: ma sinh vién@hvu.edu.vn

1. Tai va cai diat phan mém
- Budc 1. Vao dia chi https://teams.microsoft.com/downloads

)

- Buédc 2. Click vao 6 Download Teams. Trinh duy¢t 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.
- Buéc 4. Click vao file vira tai vé.

2. bang nhap

+ Truy cip vao dia chi https://teams.microsoft.com bang trinh duyét web,
hoac mo phﬁn mém Microsoft Teams trén cac nén tang Windows, Mac OS, Android,
10S.

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



3. Tham gia l6p hoc

Sau khi ding nhap thanh cong, sinh vién s& thiy cac 16p hoc ctia minh (véi diéu
kién la cac giang vién da tao xong 16p va thém sinh vién vao 16p).

Click chudt vao tén 16p dé tham gia vao 16p, giao dién sé& hién thi nhu sau:

Tab Ding bai (Posts): dung dé dang bai va tuong tac voi giang vién.

Tab Té¢p (File): upload hoac download file tai li¢u.

Tab Class Notebook: s6 tay gido vién.

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

Tab Grades: Xem diém ctia minh.
4. Tai bai gidng va tai li€éu tham khao

Chon tab Tép (File) / chon file mudn tai / nhan chudt phai va chon Tai xudng
(download):



5. Tham dw bai gidang true tuyén

Khi gidng vién bit dau bai giang truc tuyén, sinh vién s& nhin thiy nhu trong
hinh duéi day. Sinh vién click vao bai giang truc tuyén va nhin nat “Tham gia”
(“Join”) dé truy cap vao phong giang bai truc tuyén do giang vién tao ra.



6. Lam bai tap
Chon tab Bai tip (Assignment)/ chon bai tip can 1am, sau khi 1am xong thi nhan
nut BDong

7. Xem diém bai tap

Sinh vién chon tab “Grades” d€ xem di€ém cac bai tap cua minh. P61 vdi bai tap
trac nghi¢m, diém s€ dugc cham ty dong bang phan mém. Con do6i vai bai tap ty luan,
di€m s€ hién thi sau khi giang vién cham bai xong.



