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I. Gidi thiéu Microsoft Teams

— Microsoft Teams la tmg dung cho phép anh/chi nhan tin (chat), hoi hop/hoi thoai (meeting),
chia s¢ file va ang dung.

— Microsoft Teams ciing 1a mot khéng gian 1am viéc cong tac va giao tiép theo thoi gian thuec.

—  Microsoft Teams c6 thé truy cap truc tiép trén web, phién ban cai dit trén may tinh (ca PC va
Mac), trén thiét bi di dong. Tuy nhién phién ban day du, thuan tién nhat 1a phién ban trén may
tinh.

I1. Cai dat Microsoft Teams

— Truy cap link sau: https://www.microsoft.com/en-us/microsoft-teams/download-app?rtc=1
dé tai ung dung Microsoft Teams.

=' Download Microsoft Teams De: X “+ — O %
|
— C O B httpsy//www.microsoft.com/en-us/microsoft-teams/download-ap 1.7 @ N O @ % &% B @ =
A
=. Microsoft | Teams Products ~  Solutions ~  Resources  More + Download Teams [ESULERGIRICE | P \

Now call, chat, and make plans with family and friends in Microsoft Teams. Learn more >

Download
Microsoft Teams

Connect and collaborate with anyone from
anywhere on Teams.

|
f Download for desktop

Download for mobile

—  Click button Download for desktop dé chuyén dén trang Download Teams for work on your
desktop.
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=. Download Microsoft Teams Die: X -+

< C O B nhitpsy//www.microsoft.com/en-us/micro: wg >

| Download Teams for work on your desktop

Download Teams

—  Click button Download Teams. Hé thong sé& tu dong lua chon ban cai dit phi hop véi may
tinh cua anh/chi. Cira sé Save File sau xuét hién.

L

Opening Teams_windows_xb4d.exe

You have chosen to open:
[8Z] Teams windows_x64.exe

which is: exe File (106 MB)
from: https://statics.teams.cdn.office.net

Would you like to save this file?

Save File Cancel

— Click button Save File.
— Chuyén dén thu muc luu giir file Teams_windows_x64.exe va double click vao file nay.
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B8 Microsoft

Installing Microsott Teams . . .

— Sau khi cai dat xong, trén desktop xuét hién biéu tugng
I1. Pang nhap Microsoft Teams

— Double click biéu tugng Microsoft Teams trén desktop. Ctra s6 dang nhap Microsoft Teams
Xuét hién.

& Sign in to Microsoft Teams X

BS Microsoft
Sign in

Email, phone, or Skype

No account? Create cne!

Privacy statement  ©2021 Microsoft

— Trong 6 Sign in, nhap dia chi email truong cap va click button Next.
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BY Microsoft

Loading Microsoft Teams . . .

Néu anh/chi d4 timg dang nhap Microsoft Teams trudc d6, cira s6 dang nhap s& hién thi tai
khoan d4 dang nhap dé anh/chi chon.

B Microsoft P

Welcome to Microsoft Teams!

Collaborate with your coworkers or coordinate with your social groups in one app.

Pick an account to continue

LONG Tran Van

long.tranvan@hoasen.edu.vn

— Giao dién chinh cia Microsoft Teams xuat hién nhu sau.
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Q, Search

Teams

33 &8 Join or create team

Your teams

cntt Task 5-2020

III. Tham gia 16'p hoc Microsoft Teams tir mLearning

— Pang nhap vao hé thong mlearning.hoasen.edu.vn.
—  Sau khi dang nhap thanh céng, hé théng mLearning chuyén vao trang sau.

A DAIHOC @ Tran Van LONG-
VY) HOA SEN

Click menu My courses

Home Faculties = Mlearning Support My courses ¥ English (enjz
- A a
HSU.Students. Meetings CIICk Chon mQt mon hQC

Dashboard Customise this page
Hudéng D&n Xay Dung & Panh Gia PMP

u Recently accessed courses

EnglishSmartLeam Click chon mot mén hoc = Theénekde

— Click menu My courses va click chon mot mén hoc.

#| Gi&i Thigu PMP

Edit
& B Gioi thieu pmp [/ Edit
Video s& gigi thigu dén anh/chi tdng quan v& PMP
H . . ‘A X s LA " | Edit -
& @ pup oveniew <= Click lién két co biéu tuong MS Teams @ “

Gidi thigu vé PMP
== Add an activity or resource
—  Click lién két c6 biéu tugng MS Teams @

— Hé thdéng mLearning m& thém mét tab méi nhu sau.
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@ Course: Huéng Din Xay Dung © X | & Join conversation x|+ = ®
< ] O 8 &° httpsy//teams.microsoft.com/dl/launcher/launcher.html?url=%2F_%23%2FI%2Fmeetup-join%2F19%3Am T n D @ % & @ @ =

Choose an application to open the msteams link.

Microsoft Teams

[] Always use this application to open msteams links

Click button Open Link

— Click button Open Link dé m¢ MS Teams di déng nhap ¢ phan II.

Choose your video and audio options

Click radio button Audio (il

Room audio

[\

Your camera is turned off

|__r_\\l Don't use audio

Join mute

Click radio button Camera

Join now

—  Click radio button Camera va Audio dé bat webcam va &m thanh trén may tinh.

7/16



A DAIHOC
VY) HOA SEN Phong CNTT

Choose your video and audio options

3 [1_‘)1 Computer audio

PC Mic and Speakers

CE < —e

| YM’ i Room audio

8« @ 7 Background filters £33 Dt tise aaxdio

Cancel Join now

Click button Join now

—  Click button Join now. MS Teams chuyén dén man hinh 16p hoc (Meeting) sau.
PMP Overview
Click biéu tuong

Camera dé tat webcam
: Participants

nvite someone or dial a number

¢ Share invite

In this meeting (1)

@ LONG Tran Van
Organizer

— Néu anh/chi muédn tit webcam, click biéu tugng Private Preview [XI; tit microphone, click

biéu trong Mute . Khi d6, cac biéu twong nay ¢ dau gach chéo MR
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—  Click biéu trong Show Participants [®8 dé xem céc sinh vién dang tham gia 16p hoc. Khi do,
Microsoft Teams hién thi khung Participants, dé anh/chi moi sinh vién tham gia (join) vao
I6p hoc bang cach nhap email cua sinh vién trong 6 Invite someone or dial a number va liét
ké cac sinh vién da tham gia vao I6p hoc bén dudi danh séch In this meeting(1).

PMP Overview

&S A % &)

Participants
QUAN.

Not in this meeting

@ QUAN Luong Tr| Request to join

Waiting for others to join...

@ QUAN Dam Vi (2136496)

m OLIAN Nouven Anh (2121664)

— Click biéu twong Show Conversation , Microsoft Teams hién thi khung trd chuyén
(Meeting chat). Anh/chi nhap néi dung tro chuyén trong 6 Type a new message.
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Meeting chat

LONG Tran Van named the
meeting to PMP Overview.

1:36 PM Meeting ended: 4m
16s

1:38 PM  Meeting started

Waiting for others to join...

Type a new message

o V2 O M @

—  Click biéu twong Emotion B 4 chon mét biéu twong cam x(c.

PMP Overview
S P & &)

ae v

Meeting chat

LONG Tran Van named the
meeting to PMP Overview.

1:36 PM Meeting ended: 4m
16s

1:38 PM Meeting started

Waiting for others to join...
Type a new message

b 'V 2 © &
—  Click biéu tugng Breakout rooms [ ¢ tao cac phong hoc nhém. Microsoft Teams s& hién

thi trang Create breakout rooms dé anh/chi chon s phong hoc nhém va phan chia sinh vién
vao cac phong hoc nhdm tu dong hay anh/chi tu phén chia.
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Create breakout rooms

Rooms

Select the number of rooms you want to create. 1

— Click chon sé phong hoc nhém

How do you want to assign people to rooms?

_ Chon Automatically dé MS
e Teams chia SV vao cac nhom

Chon Manually dé ty
chia SV vao cac nhém

Choose the peoprey

Create rooms

Click button Create rooms

— Sau khi chon s phong hoc nhém va céch phan chia sinh vién vao cac nhom, anh/chi click
button Create rooms dé tao cac phong hoc nhom.

We're creating your rooms...
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PMP Overview

S O & B o W

Breakout rooms

= | Assign participants

*® ] All participants are assigned

Manage rooms Add room
'—.| Room 1 (0)
This room is empty

m Room 2 (0)

This room is empty

Waiting for others to join...

—  Click biéu twong More options, Microsoft Teams hién thj danh séch céc tly chon dé anh/chi
chon thém cac tly chon mong muén.

PMP Overview
S B % 6]
Add an app

Device settings
Call health
Meeting options
Meeting notes

) Meeting info

Gallery

Waiting for others to join...

3 Full screen
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—  Click biéu tugng Share content , Microsoft Teams hién thi khung Share content dé anh/chj
chon mot file dé trinh chiéu cho sinh vién theo di.
—  Presenter mode: chon mét kiéu trinh chiéu Content hoic Standout.

Shal‘e content Include computer sound

Presenter mode

Window (12)

Microsoft Whiteboard

Collaborate on a whiteboard

Waiting for othe

PowerPoint Live
See your notes, slides, and audience while you present

— Chon Screen, néu anh/chi muén trinh chiéu toan bé man hinh may tinh ciaa minh hoic
Window, néu anh/chi muén trinh chiéu trong mét ctra so.

— Néu chon Screen, Microsoft Team s& hién thi mot khung diéu khién & bén trén man hinh. Néu
anh/chi muén dung trinh chiéu click button Stop presenting.

Presenting... Give control ’ o Stop presenting

(RSN [EREFTTTe e ey Ll e R T L N ] EAEE DR WY PR A YW IR B AT

— Néu chon Window, Microsoft Team s& thém mot button Stop presenting trén thanh céng cu.
Néu anh/chi muén ding trinh chiéu click button Stop presenting.
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PMP Overview

Stop presenting 2 ) 2 e leave V

Phan 1: Huéng din st dung Person Profile,
Job Profile d& quan ly hd so nhan vién

Céc tir vilit tit
<o Wb vt

Phan 1: Huting din si¥ dung Person Profile,
Job Profile dé quan I ho so nhin vién

— Néu anh/chi mudn st dung cong cu bang viét caa Microsoft (Microsoft Whiteboard) dé
viét/vé minh hoa, click button Microsoft Whiteboard. Microsoft Teams hién thi mot bang viét
sau.

Stop presenting

Do you want to present or collaborate?

() Present Whiteboard. Only you can edit.

@ Collaborate on Whiteboard. Everyone can edit.

Collaborate on Whiteboard (6)
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— Chon Present Whiteboard. Only you can edit, néu anh/chi muén chi mét minh viét/vé minh
hoa hoic Collaborate on Whiteboard. Every can edit, néu anh/chi muén cac anh/chi sinh vién
c6 thé viét/vé minh hoa trén bang.

PMP Overview

D & 5 e« W™ & B

Shal’e content Include computer sound

PowerPoint Live
See your notes, slides, and audience while you present

f8 THE PEOPLESOFT PRESENTATION HRs
| Huong dan su dung Person Profiles_Job Profil...
i Huong dan su dung Person Profiles_ Job Profil...
| Gioi thieu Quy trinh xep TKB UniTime

| HCM - Chairman meeting_23-05-2019

| HCM - Chairman meeting_TVLong

Browse OneDrive

waiting for Othe I~ Browse my computer

Freehand by InVision

— Néu file muén trinh chiéu khong c6 liét ké trong khung danh sach, click button Browse my
computer dé chon file mudn trinh chiéu. Khi do, Microsoft Teams hién thi ctra s6 Open dé
anh/chi chon file.

i Open *
N <« PeopleSoft » Instructor Workload v | O Search Instructor Workload
Organize « Mew folder = [ @
I This PC o) Mame Date modified Type

J 3D Objects
[ Desktop

= Documents
4 Downloads
J’! Music

Mo items match your search,

| Pictures

ﬁ Videos

i System (C)
- Data (I:)

wss CD Drive (H:)

L LT B i =

File name: || v| Custom Files (*.ppbe;™.ppsx;*.pp ~

Cance'
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IV. Két thiic budi hoc

. n e e Leave v . x ) L .- .-
— Click bén phai cua button _ va chon Leave, néu anh/chi muon roi khoi

phong hoc hoidc End meeting, néu anh/chi mudn két thic budi hoc.
e Leave Vv

Leave

End meeting

16/16



