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1. Gidi thiéu

Microsoft Teams la mot ('ng dung dudc tich hgp véi bo Office 365. Teams
ki€n tao nén tang hoi thoai t6i uu, xay dung mot khong gian lam viéc tién
ti€n va tap trung, nang cao han hiéu qua lam viéc nhom.

Teams co thé truy cap truc tiép trén web, trén cac thiét bi may (PC/Laptop,
Mac & di dong thng minh). Tuy nhién, phién ban day du, thuan tién nhat
la phién ban chay trén may tinh PC/Laptop/Mac.

Microsoft Teams la nén tang truyén thong hgp nhat két hgp tro chuyén lién
tuc tai noi lam viéc, cac cudc hop video, Iuu trir tap tin va tich hgp i'ng dung
phan mém khac.

2. Lgi ich khi str dung Microsoft Teams

Hoc/ hop truc tuyén, goi dién (voice call) va chat ¢ moi Itic moi nai.

DU liéu dugc tdp hop vé mot nai duy nhat dé tap trung lam viéc.

Kha nang bao mat dir liéu cao.

Khéng thém chi phi ndo vi Microsoft Teams d& dugc tich hgp san trong b
Office 356.

3. Thao tac véi Microsoft Teams

3.1 Pang nhap
Budc 1: M3 phan mém Microsoft Team hodc truy cap vao dudng link
https://teams.microsoft.com/ va dién thong tin tai khoan da dang ky (tai khoan da dugc

bdi quan tri)

&
= B® Microsoft
-
p‘ ‘ « .com
Enter password
4 Because you're accessing sensitive info, you need to verify
your passwort d.

Enter your work, school, Password
or Microsoft account.

»

com

Sign in with a different Mic count
T @
Signiin | 8
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Budc 2: Giao dién cua Microsoft Teams sau khi dang nhap thanh cong

“ Search or type a command Q = X
Teams Y Join or create a team Search teams Q

P

Create a team

& Invite people
W

Join or create a team 23

3.2 Tao nhom hoc/ hop truc tuyén

Budc 1: Chon Teams >> Create team

Search or type a command

Teams Y Join or create a team

>

Create a team

25" Create team @
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Budc 2: Chon Build a team from scratch >> Private >> Pat tén nhom hoc/
hop truc tuyén

Some quick details about your private team

Team name
Create your team What kind of team will this be? X P~y
Network ®
) Pprivate P Description
1 People need permission to join !/ Let people know what this team is all about
+ @
=g Build a team from scratch v an  Public
)
N Anyone in your org can join
> o o e ) ﬁ Org-wide
An existing Office 365 group or team Everyone in your organization automatically joins
@

Budc 3: Hoan thanh khdi tao nhdm hoc/ hop truc tuyén

Teams

Your teams

NE Network

General
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3.3 Thém thanh vién vao nhom hoc/ hop truc tuyén
C6 hai hinh thirc thém thanh vién vao nhdém hoc/ hop truc tuyén

e Qua dia chi Email
e Qua dudng link truy cap truc tiép

Thém thanh vién thong qua dia chi Email

Budc 1: Vao tab Teams >> Network, chon biéu tugng “...” >> Add member

Search or type ¢

Teams Join or create a team

Your teams

+ NE Network E ‘

General
Hide

\9\

te a team

Manage team . .

Add channel

i £

jether and get to work!
Add member |

Leave the team

Edit team

Get link to team

Q@ N #|k

Manage tags

Delete the team

S]]

Budc 2: Dién dia chi Email >> Add >> Close

Add members to Network

Start typing a name, distribution list, or security group to add to your team. You can
also add people outside your organization as guests by typing their email addresses.

.com

Thém thanh vién thong qua dudng link truy cap truc tiép

Budc 1: Vao tab Teams, chon biéu tugng “...” >> Get link to team
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Search or type ¢

Teams

Join or create a team

Your teams
+« NE Network B ‘
General
# Hide te a team
£33 Manage team . .
&) Add channel
& Add member s and get to wark
% Leave the team
¢ Edit team
I @ Getlink to team |
() Manage tags

Delete the team

Eh

Budc 2: Sao chép dudng link, chon Copy

Get a link to the team

https://teams.microsoft.com/l/team/19%3a0061cbb15f94485c9c5bbe125e9d128a%

cancel |
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3.4 Tham gia vao nhom hoc/ hop truc tuyén
Co hai hinh thdc tham gia vao nhdm hoc/ hop truc tuyén

e Hinh thirc 1: thdng qua dia chi Email
e Hinh thdc 2: thong qua dudng link truy cap truc ti€p

Tham gia vao nhom hoc/ hop truc tuyén bang dia chi "Email”

Budc 1: M& Email nhan I8i mgi tham gia va chon Open Microsoft Teams

Microsoft Teams

added you to the Network team!

Network

1 members

Open Microsoft Teams

Tham gia vao nhom hoc/ hop théng qua duong link truy cap "truc tiép”

Budc 1: Nhan chon vao dudng link cung cap hodc mé trinh duyét web (Chrome,
Firefox, Safari, ...) d& truy cap

New Tab X +
C @ https://teams.microsoft.com/|/team/19%3a0061cbb15f94485c9c5bbe125e9d128a%A40thread.tac

i Apps Dell 4 Driveclatdi- Goo.. & Files - OneDrive @ Google+ () Pang ky [3 Mét s6 bai viét thu...

Budc 2: chon Join

NE
Network

1 member (& Private

Network
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3.5 Bat dau budi hoc /hop tru'c tuyén

Budc 1: Vao nhom can hoc/ hop truc tuyén >> Posts >> Meet Now

Y NE Generalmss wiki  + &8 o= D

L
V)
Add more people Create more channels Open the FAQ

& NHAN NGUYEN HOAI has added nhan18041997 to the team.
NH hell

& Reply
N

& Reply
€ nhan18041997 has left

& NHAN NGUYEN HOAI

w co

Start a new
& & ¢ C

]

nversation. Ty mention someone.

Budc 2: Pbat tiéu dé >> Meet Now

Budc 3: cac thanh vién con lai trong nhdm chon Join dé tham gia budi hoc/ hop truc
tuyén

Hoc Online budi 1

- Hoc Online budi 1 started
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3.6 Tham gia vao budi hoc/ hop truc tuyén

Budc 1: Cac thanh vién trong nhdm chon Join dé tham gia

Try @mentioning a student or teacher to begin sharing ideas,

< All teams

m h
°

Network Basic

Added a new tab at the top of this channel. Here's a link.

Start a new conversation. Type @ to mention someone.

b CO@BBE & B 9 - >

Budc 2: Giao dién cua budi hoc/ hop truc tuyén

Search or type a command

Trong do:

e (1): Hién thij thdi gian cta budi hoc/ hop online

e (2): Bat/ tat Camera

e (3): Bat/ tat Microphone

e (4): Chia s& man hinh

e (5): Hién thj thém nhiéu Iua chon khac

e (6): M3 hop thoai Chat

e (7): Hién thj cac thanh vién tham gia budi hoc/ hop truc tuyén
e (8): K&t thic budi hoc/ hop truc tuyén
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3.7 Luu ndi dung budi hoc/ hop truc tuyén

Budc 1: Trong giao dién budi hoc/ hop, chon biéu tugng “...” >> Start recording

£33 Show device settings

B Show meeting notes

O Enter full screen

7% Show background effects
Turn on live captions (preview)
i Keypad

o> End meeting

(4 Turn off incoming video

Budc 2: Sau khi bai k&t thic budi hoc/ hop, Video sé tu dong luu trong Cloud cula
Microsoft Teams

3.8 Xem lai ndi dung budi hoc/ hop truc tuyén da ghi (recorded)

Budc 1: Vao Tab Posts >> chon Video

< All teams m General Posts Files + ® Team
AL Added a new tab at the top of this channel. Here’s a link.
Edit | KTHK-2020
Network Basic ¢ Reply
General (=} Meeting ended: 21m 39s &
Meeting
Recorded by
2s
< Reply
(=1} Meeting ended: 42s NN

Meeting
Recorded b

< Reply

10
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3.9 Chia sé ndi dung budi hoc/ hop truc tuyén (xem lai)

Budc 1: chon Posts >> “...” >> Get link

General | Posts | Files + ®Te

° Added a new tab at the top of this channel. Here's a link.
Edit | KTHK-2020

« Reply

o4 Meeting ended: 21m 39s

NN

’ Open in Microsoft Stream

Share
Meeting
Recordec | @, Get link ) |
7 Make this a tab
& Reply @ Learn more
/\ Report a problem
4 Meeting ended: 42s NN

Meeting B @

Recorded by: NGUYEN HOAIN...

&« Reply

Budc 2: Copy dudng link xem lai video, chon Copy

Get Stream Link

https://web.microsoftstream.com/video/95f6ed80-1bc5-4bd4-bdef-22618722b222

Cancel Copy

11
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3.10 Upload file tai liéu

Budc 1: Vao Tab Teams, Chon nhém hoc/ hop >> Files

< All teams General Posts |Files

NB

Network Basic

General

Budc 2: chon New >> Folder >> dat tén cho Folder

General rosts Files +

v T Upload @ Copy link 4 Download {- Add cloud storage @ Open in SharePoint Create a Folder

]

| Word document
§ Dastraddi | Ngudi Sira 65
Excel workbook

]
[]
¥ PowerPoint presentation
©/ OneNote notebook

]

| Forms for Excel

Budc 3: chon thu muc >> Upload >> chon file can upload

General Posts Files +

+ New ™ T Upload | @ Copylink 4 Download @ Open in SharePoint
General > Tailiéu

Tén - Dastaddi | v Ngudi Sira d8i ~

= TatcaTailieu ™

12



