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Microsoft Teams

Huéng dan nhanh

Ban mdi st dung Microsoft Teams? St dung hudng dan nay dé tim hiéu nhitng thong tin co ban.
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Microsoft Teams

bang nhap

Trong Windows, b&m vao Bét dau . > Microsoft Teams.

Trén may Mac, di dén thuy muc U'ng dung va bam vao Microsoft Teams.

Trén thiét bj di dong, hdy nhan vao biéu tvgng Teams. Rdi dang nhap bang tén
nguoi dung va mat khau Office 365 clia ban. (N&u ban st dung Teams mién phi, hay
dang nhap bang tén nguei ding va mat khiu doé.)

B® Microsoft
Bang nhap
Fmail, dién thoai hoac Skype

Ban chua co tai khoan? Hay tao moét tai khoan!

Khong thé truy nhap tai khoan cta ban?
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V&i toan bé nhém... BAm vao Nhém £35 chon mét nhém va kénh, soan thu caa ban,

roi bam Gri .

Véi mét nguei hodc nhém... BAm Tro chuyén méi 4 nhap tén cla ngudi hoic
nhom vao truong Nguei nhan, soan thu ctia ban va bam Giri =

BAt G3u cude héi thoai mdi, st dung @ & d& cap dén nguesi khac
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Chon nhédm va kénh

Nhém la tap hgp gém nhiéu ngudi, cac cudc hoi thoai, cac tép va cac cong cu - tat
ca déu & cung mét noi. Kénh la cudc thao ludn trong mot nhdm, danh riéng cho
mot bé phan, dw an hoac chu de.

Bam vao Nhém g5 va chon mét nhdm. Chon mét kénh dé kham pha Cudc hai
thoai, Tép va cac tab khac.
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Bat dau cudc hop

Bam vao Hop ngayl:I:-:I bén dudi khu vie noi ban nhap the dé bat dau cudc hop
trong mot kénh. (Néu ban bam vao Tra l&i, sau d6 Hop ngay IZI:<1, cudc hop duoc
dwa trén cudc hoi thoai d6.) Nhap tén cho cudc hop, réi bat dau mei moi ngudi.
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Microsoft Teams

Thuc hien cudc goi video va
am thanh

B&m Cudc goi video 14 hodc Cudc goi am thanh L, ge goi ngudi khac tir mot
cudc hai thoai. D& quay s6, hdy bam Cudc goi ' bén trai, réi nhap sé dién
thoai. Xem lich s&* cuéc goi va thu thoai cGia ban trong cung khu vuec.

Tra 101 cudc hdi thoa

Céc cudc hdi thoai kénh dugc t6 chire theo ngay réi theo ludng. Tim cha dé ban
muén tra |oi, réi bdm Tra loi. Thém suy nghi cla ban va nhap vao Giri B>
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@dé cap dén nguai khac

Dé& thu hudt sy chd y clia ai do, hdy nhap @, rdi chon tén cla ho (hodc chon ho tir
danh sach xu4t hién). Nhap @nhém dé giri thu cho tat cd moi nguoi trong nhom
hoidc @kénh dé thong béo cho tat ca nhitng nguei da thich kénh dob.
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Thém biéu tugng cam xuc,
meme hoac GIF

Bam vao Nhan dan [ bén duéi hop noi ban nhap thue cta minh, sau dé chon mot
meme ho&c nhan dan tir mét trong cac danh muc. Ngoai ra con c6 cac nat dé thém
biéu twong cam xudc hoic GIF.
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Microsoft Teams

Ludn cap nhat Chia sé tép

Bam vao Pinh kém @ bén duéi hdp noi ban nhap tin nhan, chon vi tri tép va sau
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Thém tab vao kénh Lam viéc v3i cac tép

Nh3p - vao cac tab & dau kénh, bsm vao tng dung ban musn, roi lam theo i B&m vao Tép ' | & bén trai dé xem t4t ca cac tép duoc chia sé trén tat ca cac
nhéc. S dung Tim ki€m néu ban khéng thay &ng dung ban muén. nhém cha ban. Bam vao Tép & dau kénh dé xem tat ca cac tép dugc chia sé
trong kénh do6. Bam vao Tuy chon khac... bén canh mét tép dé xem ban ¢d
Thém tab X thé lam nhirng gi véi nd. Trong kénh, ban cé thé ngay lap tic bién tép thanh
Bién tép va ting dung yéu thich ctia ban thanh cac tab & dau kénh Tim kiém Q mot tab & trén cung!
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Microsoft Teams

Tim kiém ndi dung

Nhép cum tir vao hop l1énh & dau ing dung va nhan Enter. R6i chon tab Thw, Moi
nguei hoic Tép. Chon mot muc hodc bam vao Bé loc 7 dé tinh chinh két qua tim
ki€m cla ban.
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T6ng quan vé két qua ban hangxlsx ~ 2/25
Ban I&/Tai liéu dung chung

| Dir lieu ban hang chién dich.xlsx 1/25
Dadi ngti nhan vién dyu &n Mark 8/Tai liéu dung chung

Béo cdo hang ndm cia CEdocx  13/11/2018
Ban l&/Tai lieu dung chung

(- K& hoach X1050 GTM pptx 18/10/2018
Doi ngt nhan vién du 4n Mark 8/Tai liéu dung chung

Tim Ung dung ca nhan cua ban

B4m vao U'ng dung da thém khac ---dé xem ng dung ca nhan cta ban. Ban c6
thé mé hoic g& cai dat ching & day. Thém nhiéu &ng dung hon trong phan Ung

dung 5.
3

Ca lam viéc Trg gitp Who

Ung dung da thém khac

Them ung dung

B4m vao Ung dung H& bén trai. Tai day, ban c6 thé chon cac &rng dung ban muén
st dung trong Teams, chon cai dat phu hgp va Thém.
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Ung dung

Tham gia hoac tao nhém 03

Cac budc tiép theo vdéi Microsoft
Teams

Xem c6 gi méi trong Office

Tim hiéu cac tinh nang mai va duoc cai tién trong Microsoft Teams va cac &ng
dung Office khac. Truy nhap https://go.microsoft.com/fwlink/?linkid=871117
dé biét thém thong tin.

Nhan dwoc noi dung dao tao mién phi, hwéng dan va video vé Microsoft
Teams

Ban da sn sang tim hiéu sdu hon vé cac chirc nang ma Microsoft Teams cung cap
chua? Truy nhap https://go.microsoft.com/fwlink/?linkid=2008318 dé kham
pha tly chon dao tao mién phi ctia ching t6i.

Vui long gtri cho chiing t6i phan héi cda ban

Ban yéu thich Microsoft Teams? Ban muén chia sé y tuéng cai thién véi chdng t6i?
@ bén trai ctia tng dung, bam vao Tre gitp @) > Cung cip phan hdi. Xin cam on!

Nhan cac Hudng dan nhanh khéc

DEé tai xusng Huéng dan Nhanh mién phi cia ching téi cho cac ¢ng dung yéu thich
khac cta ban, hay truy nhap https://go.microsoft.com/fwlink/?linkid=2008317.



