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1. Giéi thiéu Microsoft Teams

X/
°e

X/
°e

Microsoft Teams (Teams) la phan mém dung cho 1am viéc nhém, nam trong hé théng phan
mém online Office 365 cua hing Microsoft.

Teams tich hop trong n6 nhiéu chirc ning va ca cac phan mém tién ich khac nhu trao doi
(chat), goi dién audio/ video, hop truc tuyén (meeting), chia sé tai liéu (Files), luu trit dir liéu
online (OneDrive), Word, Excel, PowerPoint, Assignments, Planner...

Tham chi Teams con cho phép tich hop ca cac phan mém cua ngudi st dung ma tuan theo
céc chuan caa Teams.

So séanh Teams vé&i phan mém tuong tu 1 Slack thi Teams tét hon vé chét lwong nghe/goi
audio/video, hop online va nhiéu tinh ning khéc.

Teams khdng gidi han vé s tin nhan (chat), ¢ thé luu trir duoc nhiéu dit lidu (tai khoan
msedu la 1TB).

C6 thé mé va thao tac voi cac tép Word, Excel va PowerPoint ngay trong Teams ma khong
can téi bo phan mém Office.

Teams c6 thé tao nhiéu loai nhém 1am viéc khac nhau nhu nhém danh cho 16p hoc, nhém
danh cho nhan vién, nhdm danh cho dao tao cong dong, nhém nghién ciu. ..

Teams c6 thé st dung va dong bo trén ca 3 nén tang: web, di dong va PC.

Mot s6 tinh nang chinh ndi bat ciia Teams dé gilp ting ning suét to chuc cua ban nhu 1a:
Nhom va kénh (Team va Channel) — Tim kénh ctia ban hoéc tao kénh cua riéng ban. Bén
trong céc kénh, ban c6 thé t6 chirc cac cudc hop tai chd, tro chuyén va chia sé tép.

Cudc hop (Meeting)— Xem moi thir ban da Xép hang cho ngay hodc tuan. Hodc, 1én lich
cudc hop. Lich nay dong bo vai lich Outlook ctia ban.

Cudc goi (Calls) — Trong mot sé trudng hop, néu t6 chirc ciia ban da thiét 1ap, ban c6 thé goi
cho bét ky ai tir Teams.

Hoat dong (Activity) — Cap nhat tit ca tin nhan chua doc, @mentions, tra 101, v.v.

2. Pang ky tai khoan

Microsoft Viét Nam di cung cap va hd tro cho Hoc vién Nong nghiép Viét mot tai khoan quan
tri phan mém Microsoft Teams, dé cho phép Hoc vién c6 thé tao tai khoan cho Giang vién, Can bo
va Sinh vién hoc tap, lam viéc theo nhom sur dung MS Teams.

Luwu y: Tai khoan theo email c6 tén mién vnua.edu.vn méi cé thé tham gia dwoc hoat dong
day, hoc va hop truc tuyén caa Hoc vién.

> Poi véi Giang vién

B6 phan Quan tri mang sé& tao tai khoan theo email VNUA cta can bo. Néu can bo nio chua c6
tai khoan, c6 thé giri yéu cau theo link: https:/tinyurl.com/giangviendangky.



https://tinyurl.com/giangviendangky

> Doi véi Sinh vién

B0 phan Quan tri mang s€ tao tai khoan cho sinh vién theo email cua sinh vién dugc Ban Quan
ly dao tao cung cdp, sinh vién kiém tra tai khoan ctia minh theo email c6 quy tic:
MaSV@sv.vnua.edu.vn

Sinh vién gip van dé gi thi lién hé truc tiép véi tro Iy dao tao cua cac Khoa.

> Hb tro ky thuat
bia chi: B§ phan Quan tri mang P.215, Nha Hanh chinh

Email: nhtuan@vnua.edu.vn hodc support@sv.vnua.edu.vn

3. Tai phan mém Microsoft Teams

Nguoi sir dung ¢d thé sir dung Mircrosoft Teams trén ca ba nén tang: Web, Desktop va Mobile.
Truy cap vao link sau dé tai cac tng dung trén mdi nén tang tuong Gng:
https://teams.microsoft.com/downloads#allDevicesSection

Get Teams on all your devices

Desktop Mobile
=m Windows 64-bit @ ios
== Windows 32-bit # Android
@& Mac

A Linux DEB 64-bit

A

A Linux RPM 64-bit

L 4

4. Khéi dong MS Teams va Giao dién chinh

> Buwéc 1: Kiém tra Email

B6 phan Quan tri mang s€ tao tai khodn cho can bd va sinh vién, sau khi tao xong s€ c6 mdt
email gui tén tai khoan va mat khéu, 1am on kiém tra dia chi email cta nguoi dung (email cua cdan

bé sé la @vnua.edu.vn hodc cua sinh vién la @sv.vnua.edu.vn), vi du nhu bén dudi:


MaSV@sv.vnua.edu.vn%20
mailto:nhtuan@vnua.edu.vn
mailto:support@sv.vnua.edu.vn
https://teams.microsoft.com/downloads#allDevicesSection
https://teams.microsoft.com/downloads#allDevicesSection
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Pay 12 nhiing viéc cdn lam tiép theo:

e Chia sé thdéng tin nay vdi ngudi dang cta ban.

e Sau khi ding nhdp b3ng mat khiu tam thdi, ho
c6 thé tao mat khdu cia riéng minh b3ng cach
lam theo hudng dan trén trang ding nhép.

bang nhép vao
Office 365

» Buwoc 2: Khéi dong MS Teams
o Trén Web, nhap vao trinh duyét dia chi: https://teams.microsoft.com/

o Trén Desktop hoic trén Mobile kich vao biéu tuong * trén man hinh hoac
danh vao Search Microsoft Teams.

» Bwoc 3: Pang nhép vao tai khoan

[ B X J Microsoft Teams

Microsoft Teams

<

Enter your work, school,
or Microsoft account. Pa co tai khoan

- |

| ptgtien@vnua.edu.vn

Not on Teams yet? Learn more

Sign up for free’r/

Chura co tai khoan



https://teams.microsoft.com/

> Budc 4: Nhap vao mat khau

N Microsoft
ptgtien@vnua.edu.vn

Enter password

Iba ssword

Forgot my password

Sign in with another account

Terms of use

Privacy & cookies

» Bwoc 5: Nhap mé xac thuc

M4 xac thuc duoc sinh ra bai phan mém Authenticator cua Microsoft dugc cai trén dién
thoai cua ban, ban c6 thé tai tai Store cua iOS hoic Android.

Chu y: Lan dau ban chua cai tng dung Authenticator trén dién thoai thi ma xac nhan s& dugc
gui vao email cia ban. Ban check mail dé léy ma xac nhan


https://www.microsoft.com/en-us/account/authenticator
https://www.microsoft.com/en-us/account/authenticator

B Microsoft
ptgtien@vnua.edu.vn
Enter code

[zz] Please type in the code displayed on your
authenticator app from your device

Code

Having trouble? Sign in another way

Terms of use Privacy & cookies




» Buwéc 6: Giao dién chinh man hinh Microsoft Teams

Search or type a command

< All teams . General Posts Files Class Notebook Assignments Grades 1m¢ Tién Phan Trong
Change picture
- . Due before Mar 11 © Available >
ese 4 Set status message
w ol O Lap trinh ¢
Fonms . o N | .2 5 [ saved
IT Training Phan trdc nghiém Thuc hanh b,
B 1 €3 Settings
General Q search students Today Today - 10 poil
E Nhom1 & Zoom =  (100%) -+
@ Nguyén Tung, Bai
Keyboard shortcuts
\ @ Pau Dirc, Lan
About >
‘ Check for updates
Download the mobile app
Sign out
- , .
Giai thich:

e (1): Pay la noi ban s& nhin thiy cac théng bao vé hoat dong cua ban, chat riéng tu, teams,
meetings, files va cac ting dung.
e (2): Quan ly Chat vai cac thanh vién
e (3): Quan ly Teams nhu thém cac Team (twong tng v&i Lop hoc), thém cac Channel (tuwong
ung vai cac Nhom) ¢ trong Team, céac thanh vién va cac hoat dong trong Team. Pay la chtc
nang chinh lién quan dén phan quan Iy 16p hoc truc tuyén.
e (4): Quan ly cac bai tap hoic céc bai thi tric nghiém
e (5): Quan ly lich Iam viéc, 1&n ké hoach cho viéc giang day/céng viéc
e (6): Thuc hién cudc goi tryc tiép
e (7): Quan ly c4c tép lién quan dén tai khoan
e (8): Quan ly tai khoan ca nhan nhu thay ddi anh dai dién, cai dat cho tai khoan
5. Quan ly lép hec véi MS Teams
» Buéc 1: Tao Team
Kich vao Tab Teams dé tao nhom hoac tham gia nhém
Chuy: Team twong trng vai mot Lop hoc.



¢ : . e

Teams Y = | e8" Join or create team |

v Your teams

o © 2

DSE-FITA IT Training Tap-huan-gv-lop1

> Budc 2: Kich vao nat Join or create team
Chung ta co thé tao mai mot Team hoac tham gia vao mot team thong qua méa code.

Join or create a team

P>

Create a team Join a team with a code

000 e o

Got a code to join a team? Enter it above.

+
29 Create team




» Buwoc 3: Chon loai Team sé tao

Select a team type

Class

Discussions, group projects,
assignments

Y |
1

Professional Learning
Community (PLC)

Educator working group

IO

Staff

School administration and
development

&

Other

Clubs, study groups, after school
activities

Cancel

» Buwoc 4: Nhap thong tin cho Class va mo ta

Create your team

Name

Teachers are owners of class teams and students participate as members. Each class team allows you
to create assignments and quizzes, record student feedback, and give your students a private space for
notes in Class Notebook.

MS Teams Trainning

Description (optional)

Create a team using an existing team as a template

Cancel

> Buéc 5: Man hinh thém Sinh vién hodc Giang vién
Kich nat Next ¢ bude 4 dé sang man hinh thém cac tai khoan cta Sinh vién hoac Gido vién vao
I6p hoc. C6 thé thém nhiéu gido vién dé quan ly khoa hoc, Sinh vién cé thé tim kiém theo M4 sinh

vién hoac Tén sinh vién.

10




Add people to "MS Teams Trainning"

[Students] |Teachers |

6| Danh tén sinh vién hodc ma sinh vién dé tim kiém

>n at your school.
Pau Buc Lan

bL
(614092) Sinh vién

Nguyén Tung Bai
(611209) Sinh vién

Dang Quéc Thang
(621108) Sinh vién

Pham Thu Hang
(621128) Sinh vién

NB

PH

bdng Bldc Manh Skip
(621148) Sinh vién

@ Vi Thi Uyén
(637673) Sinh vién

Nauven Hoana Nam

bM

» Buwoc 6: Man hinh quan ly Team ’ .
Kich nat Close sau khi thém tai khoan ¢ budc 5 hoan tat, sé quay vé man hinh quan ly Teams.

Search or type a command

< Allteams General [Posts Files Class Notebook Assignments Grades -+ | (3)
MS Teams Trainning
— & Manageteam  (2) Welcome to MS Teams Trainning
= Add channel Choose where you want to start
& Add member
= Leave the team
Y ]
& Edit team J\ 1
) |
@ Getlink to team d \ X
{J) Manage tags
il Delete the team Upload Class Materials Set up Class Notebook
(3) (6)
g Tién Phan Trong has added Dédu Difc Lan to the team
& Tién Phan Trong has added Nguyén Tiing Bai to the team
Start a new conversation. Type @ to mention someone. (7)
&@@@@%)9--- B
eqs ’
Gidi thich:

11



(1): Thay d6i biéu tugng ctia Lop hoc

(2): Menu quan 1y Team nhu thém thanh vién, quan 1y cac nhom, cai dat nhom, phéan tich dir
liéu, v.v.

(3): Céc thé lién quan dén quan 1y céc trao ddi, chia sé tép, quan 1y ghi chép, bai tap, diém, thém
cac ung dung khac, v.v.

(4): Menu quan ly cac nhoém (Channel)

(5): Upload cac tai li€u ti Lop hoc (Team)

(6): Cai dit Class Notebook (S6 quan 1y hoc tap), day 1a mot quyén s dién tir sir dung dé ghi
chép lai van ban, hinh anh, ghi chu, cac tép dinh kém, links, video, v.v. lién quan dén 16p hoc.

S6 quan Iy hoc tap c6 ba phan:

e Ghi chép theo sinh vién (Student Notebooks): day la vung khong gian chia sé riéng tu gilra
gido vién va sinh vién. Gido vién c6 thé nhin thay tat ca cac ghi chép cua sinh vién, trong khi sinh
vién chi nhin thay phan cua ho.

e Thu vién noi dung (Content Library): day 1a ving khong gian gido vién c6 thé chia sé tai
liéu cho hoc vién.

e Khoéng gian cong tac (Collaboration Space): day la ving khong gian cho moi thanh vién
trong 16p c6 thé chia s, to chtc va lam viéc cong tac.

(7): Chat dé trao ddi trong 16p
(8): Tao Video truc tuyén
> Budc 7: Tao Video truc tuyén

Kich vao bidu tuong = dé tao video truc tuyén

Hoc Online Bai 1

Meet now

m Schedule a meeting

Giai thich:

(1): Tiéu dé cua Video hoic tén bai hoc

(2): Bat/Tat camera

(3): Kich nat Meet Now dé quay ngay video
(4): C6 thé dat lich cho video nay

12



> Buwéc 8: Man hinh quan ly Video

[ N J

&

€3 Show device settings

B Show meeting notes

3 Enter full screen

7% Don't blur background

Turn on live captions (preview)
i Keypad

© Start recording

(4 Turn off incoming video

@ - & e

Giai thich:

(1): Thoi gian quay video

(2): Bat/ tit camera

(3): Bat/ tat micro (khi sinh vién nghe giang thi nén tat dé tranh bi 0)

(4): Chia sé¢ man hinh nhu chia s¢ PowerPoint, C4c cira s6 trén may tinh, v.v.

(5): Cac cai dat khac nhu lwu lai video, bat notes, v.v.

(6): Chat trong ltc hoc

(7): Hién thi nguoi tham gia

(8): Két thuc giang day truc tuyén

> Budc 9: Soan bai tap cho Sinh Vien

Kich vao Tab Assignment, Giang vién cé thé tao bai tap cho sinh vién. C6 hai dang bai tap: tu
luan (Assignment) hoac trac nghiém (Quiz)

13



Search or type a command

- < All teams B General Posts Files Class Notebook Assignments Grades 1more (@) ~ —+ VO]
Upcoming
| -
Teams . > Drafts
IT Training
(5] v Assigned (2)
General
= Nhom1 @& Thuc hanh bai 1 ¢J Laptrinh C 0/2 turned in
Due today at 11:59 PM
“ I Assignment ‘ 0/2 turned in
a | Quiz ‘
©)

» Buéc 10: Cham diém cho Sinh Vién , o
Kich vao Tab Grades dé cham diém cho sinh vién. Vi bai thi trac nghiém thi phan mém MS

Teams s& tu dong cham, con cac bai ty luan, gido vién chim va nhap diém vao.

Search or type a command

< All teams @ General Posts Files Class Notebook Assignments Grades 1more~ + PO
¢J Lap trinh €
IT Training Phén tric nghiém Thuc hanh bai 1
1
General Q. search students Today Today + 10 points
Nhém 1 & .
@ Nguyén Tung, Bai

@ Dau Dlrc, Lan

» Buéc 11: Phan tich Lép hec ) )
Kich vao Teams > Chon Team muon xem thdng tin. Kich vao dau ba cham > chon Manage

Team > chon tab Analytics dé hién thi phan tich dix liéu lién quan dén I6p hoc.

14



Search or type a command

"' < All teams
~ |.
IT Training
General
22 Nhém 1 &
A

[

IT Training -

Lép hoc dao tao stf dung MS Teams

Members Pending Requests  Analytics Apps 2 more v

Last 7 Days / Mar 3, 2020 - Mar 10, 2020

Manage team |

Q @ % @ (o M|

=]

Add channel

Add member

0

Messages

Leave the team

Apps
Edit team

Get link to team

Manage tags

4
| Owners + Members

Delete the team 0
Guests

(@ No data available

@ Team

11.84 ve

SharePoint files

6. Quan ly Chat truc tuyén

C6 thé thuc hién Chat cho tirng c& nhan riéng 1é hoic chat theo nhém, video, call truc tiép tir cira

s6 chat.

Chat Recent

Contacts

Recent

Théng Ngé Cong
You: nén khdng nghe thdy a

427 PM

Suggested

& Lé Hong Minh

r Nguyén Hoang Nam
NH. Nguyén Thi Huyén
NE, Nguyén Tung Bai

* Nham D6 Thi
PH_ Pham Thu Hang
PD:‘ Pham Van Duy

’ Thiyy Lé Thi Minh

@ va Minh Thy

Qﬁ Vi Thi Uyén

f,, Dam B Chién

, Pong Nguyén Doan

Bl Pau Dirc lan

Search or type a command

W Thing Ngé €Céng Chat 3more~ +

Théng Ngé Céng 3PM
\ & 3

|3

Thdng Ngé Céng 3:54 PM  Edited

W G

RN (s (210

H Thdng Ngé Cong 4:25 PM

Théng Ngé Cong 4:26 PM
w‘ E dideon o N \ 1;

Type a new message

A ¢ Q@B & DB Q

Q00 =
Em dang lam a
3:53 PM
g gdrthavaen 2
ihg
3:57 PM
4:26 PM
Ip! 3
9
4:27 PM
A
AAn dolas
e N
B

15




7. Quan ly Lich lam viéc/Cugc hop
Tao lich 1am viéc hoic hop truc tuyén véi chirc nang nam & Tab Calendar.

Search or type a command

Calendar + New meeting | ~

[§] Today < > March2020 v/ [E] Work week

09 10 11 12 13

Monday Tuesday Wednesday Thursday Friday

2AM |

3AM

4 AM

5AM

6 AM

8. Quan ly Cugc goi

C6 thé thuc hién cac cudc goi ca nhan hoic goi cho nhém tryc tiép tir phan mém MS Teams.

Search or type a command

Chle Speed dial

%, Speed dial

B Contacts &' Add speed dial
@® History

Voicemail

Add some contacts and give them a call

%, Make a call

16



9. Quan ly cac tép
MS Teams ¢ thé thyc hién quan Iy cac tép lién quan dén tai khoan nguoi ding va cac tép trén
Cloud.

Search or type a command

Files * Microsoft Teams

Views
® Recent Type MName Modified * Location O
B Microsoft Teams o] NCTHANG_BC_Seminar_2020_03_02.p... 3/5/20 Jsites/DSE-FITA/Shared Doc... ==+
4 Downloads
[xE] Khoa CNTT _ Ma tran kien thuc ky nan... 3/7/20 /sites/DSE-FITA/Shared Doc... ==
Cloud storage
@ OneDrive @ MMT&TTDL Bang phan tich xac dinh I,... 3/7/20 /sites/DSE-FITA/Shared Doc... ==+
NCTHANG Tap_huan_su_dung_MSTea... Yesterday /[sites/Tap-huan-gv/Shared ...~ -=*

NCTHANG_BC_Seminar_20z Yesterday /sites/ITTraini Shared Doc...

CV-taphuanTeams.pdf Yesterday /sites/DSE-FITA/Shared Doc...

17



Phu luc:

BO NONG NGHIEP VA PTNT CONG HOA XA HQI CHU NGHIA VIET NAM
HOQC VIEN NONG NGHIEP VIET NAM Doc lap - Tw do - Hanh phc
So:....... T

Ha Néi, ngay 10 thdang 3 nam 2020

QUY PINH VE VIEC SU DUNG HE THONG OFFICE 365 - VNUA

MDoi voi can b, sinh vién Hec vién)

1. Chi str dung Office 365 - VNUA phuc vu cong tac.

2. Tuyét ddi khong st dung tai khoan Office 365 - VNUA cuaa Hoc vién cip dé khai
thac, Iuu trir cac dir liéu, thong tin khdng phuc vu cong tac dao tao, nghién cuu, hoc
tap.

3. Khong sir dung tai khoan Office 365 - VNUA dé tuyén truyén, kich dong chéng pha
Nha nudc, thong tin xuyén tac duong 16i, chi truong ctia Pang va Phap luat cia Nha
nuéc; Chia sé cac thdng tin c6 noi dung xau, tai liéu cd ban quyén ma chua duoc
phép cua chu so hitu (theo luat chéng vi pham ban quyén); Phét tan cac thong tin khi
chua ¢ su dong ¥ cua Giam doc (hodc nguoi duoc ty quyén); Phat tan thu rac hodc
cac Email c6 noi dung khdng phu hop.

4. Khéng st dung tai Office 365 — VNUA cuaa ngudi khac va khong dé ngudi khéc st
dung tai khoan caa minh.

5. Bao vé mat khau tai khoan caa minh; khong duoc dé 16 mat khau cho nguoi khac.

6. Khi c6 yéu cau dang ky mai hodc khoi phuc mat khau, ngudi dung dién thong tin vao
biéu mau, c6 x&c nhan cua lanh dao don vi va giri vé Bo phan Quan tri mang— P.215
Nha Hanh chinh.

7. Khi gap su cb vé tai khoan Office 365 — VNUA phai béo ngay cho Bo phan Quan tri
mang dé kip thoi khic phuc, sira chira.

GIAM POC
Noi nhan:
- Cac don vi tryc thugc Hoc vién;
- Luu NXB.
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