TRUONG PAI HOC THUY LOI

Hwéng dan thiét 1ap va tham gia hop
true tuyén tréen Microsoft Teams

Cap nhat ngay 17/4/2020



QUY TRINH THIET LAP PHONG HOQP
TREN MICROSOFT TEAMS

|. CONG TAC QUAN LY

- Budc 1: Truy cap vao Microsoft Teams voi tai khoan e-mail TLU da dugc
Truong cap trude ddy (E-mail dang: tennguoidung@tlu.edu.vn)

- Budc 2: Can bg quan 1y tao va dat lich phong hop online trén Microsoft
Teams véi theo quy dinh cia Truong (Vi du: gap mat sinh vién tai hoi truong T45:
POI THOAI SINH VIEN).

- Budc 3: Thém sinh vién vao phong hop online thong qua ma sinh vién.

- Budc 4: Thém tai khoan cac thay c6 13 thanh phan trong budi dbi thoai va
tai khoan ngudi giam sat dé giam sat 16p.

- Budc 5: Pua tai liéu hop online (néu co).

- Budc 6: Giang bai truc tuyén thong qua tinh ning “Hop ngay” (“Meet
Now”) ctia Microsoft Teams theo dung thoi gian da dinh trén lich giri dén Email.
Khuyén nghi giang vién giang bai ¢ noi yén tinh va c6 mang Internet 6n dinh.

1. POI VOI SINH VIEN

Sau khi Nha trudng thiét 1ap va giri lich thuc hién xong Budc 3 & Muc 1, sinh vién
thuc hién cac budc sau:

- Bude 1: Truy cap vao Microsoft Teams voi tai khoan e-mail TLU da duoc
Truong cap trudc day (P6i véi sinh vien K60, K61 E-mail cé dang:
m4_sinh_vién@e.tlu.edu.vn, d6i voi sinh vién K59 trd vé trudec Email c6 dang :
tentaikhoan@wru.vn ).

- Budc 2: Vao phong hop theo lich da dugc gui trong Email.
- Budc 3: Boc tai liéu cudc hop (néu coO) da dua 1én.

- Budc 4: Tham du hop truc tuyén thong qua tinh niang “Hop ngay” (“Meet
Now”) ctia Microsoft Teams theo dting thoi gian trén Thoi khéa biéu.


mailto:mã_sinh_viên@e.tlu.edu.vn
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HUONG DAN SU DUNG MICROSOFT
TEAMS

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

- Giang vién va Sinh vién c6 thé st dung MS OFFICE 365 Team trén cac nén tang
Windows, Mac OS, Android, 10S hodc chay truc tiép trén Website.
- Giang vién va sinh vién phai kich hoat tai khoan MS OFFICE 365 do Trung tam
Tin hoc cép, cu thé:
+ Giang vién: tentaikhoan@tlu.edu.vn

+ Sinh vién: ma_sinh_vién@e.tlu.edu.vn hodc tentaikhoan@wru.vn

l. POI VOI CAC THAY, CO VA CAN BO QUAN LY

|.1. Pang nhap

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

+ Nhap tai khoan (Account): tentaikhoan@tlu.edu.vn; mat khau (Password) va nhan
bang nhap (Sign in).

1.2. Tao phong hop
Microsoft Teams c6 2 phién ban: giao dién tiéng Anh va giao dién tiéng Viét.
Bén huéng dan nay dung giao dién tiéng Anh va s& chu thich giao dién tiéng Viét
tuong ung.

Giao dién chinh sau khi dang nhéap:



Search or type a command

W Microsoft Teams x B

& O & https://teams.microsoft.com/_#/school//?ctx=teamsGrid
Microsoft Teams “
Teams

~ Your teams

Hop khan ngay 5/4/2020

Nhan vao nat * °

" Join or create team

hoac

&' Tham gia hoac tao nhém

(tiéng Viét) & goc trén

bén phai cua giao dién chinh, sau d6 nhan nlt hoac

< Back

Join or create a team

-

Create a team

Search ar type & command B - O

% Create team

i
Join a team with a code

Enter code

Search teams Q.
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Team up
Fubtlic
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Chon Class (L6p hoc), sau d6 nhép tén 16p theo quy dinh cia TT GDQP va mo ta
van tit thong tin cta 16p (néu can) va nhan Next (Tiép theo).
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Create your team

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.

Name

Gap mat sinh vién toan trudng ®

Description (optional)

Gap mat sinh vién toan trudnd

Create a team using an existing team as a template

1.3. Thém sinh vién vao phong hop

Can bd quan Iy nhan danh séch sinh vién, dbi véi sinh vién K60, K61 copy & paste
m4 sinh vién; ddi véi sinh vién K59 trd vé trude copy & paste dia chi email (@wru.vn)
ctia sinh vién va nhan Add (Thém) dé thém sinh vién vao phong hop;. Lap lai cho dén
hét danh séach.



Add people to * Gap mat sinh vién"

Students  Teachers

Search for students
Start typing a name to choose a group, distribution list, or person at your school.

MNguyen Thanh Huang
e (1951075082) 522-61CTN .

vyt  Vu Phuong Thanh *
(1951075081) 522-61CTN

Nk Nguyen Tran The Khoi %
(1951075047) 522-61CTN

T Lle Minh Tai ®
(1951075332) 522-61CTN

Al e Towm Telin..

Close

- C6 thé x0a sinh vién bang cach nhan vao nit

Add people to Gap mat sinh vién

Students I Teachers I Thém giang vién vao lop

Search for students

Start typing a name to choose a group, distribution list, ar person at your school.

Nguyen Thanh Huong X6a sinh vién khéi danh séch lép .
i (1951075082) 522-61CTN

vt Vu Phuong Thanh ) w%
(1951075081) 522-61CTN

nk  Mguyen Tran The Kljoi %
(1951075047) 522-61CTN

iT Lle Minh Tai ) %
(1951075332) 522-61CTN

Pl men T Tolmis

Close

Sau khi nhap xong danh sach sinh vién thi nhin nat Close. Giao dién sau khi nhip

xong danh séach sinh vién cua lop nhu sau:



@R Mail - Van Huyen Bui (Test) - Ou X = i General (GDQP_61.D0T1 PAIE X | ==

& O & https;//teams.microsoft.com/_#/school/conversations/General?threadld=19:0a2aa 6 11e3d9406369 J 2&ctx=chann
Mol B = ol ilintdiciibeas
< All teams . General Posts Files Class Notebook Assignments Grades —+ ® Team

Gb
Welcome to GDQP_61_DQT1_DAI BOI1

GDQP_61 DQT1_DAI DOI1 Choose where you want to start

General

Upload Class Materials Find help & training

& Van Huyen Bui (Test) h. Nguyen Vinh Lan Vy and Le Nguyen Quoc Hung to the team
& Van Huyen Bui (Test) has added Nguyen Hoang My to the team

& Van Huyen Bul (Test) h Le Minh Tai and Phan Tan Trieu to the team.

& Van Huyen Bui (Test) h: Nguyen Tran The Khol to the team,

& Van Huyen Bui (Test) h: Vu Phuong Thanh to the team.

& Van Huyen Bui (Test) has added Nguyen Thanh Huong to the team.

Start a new conversation. Type @ to mention someone.

AC BB B Q - B

Tab Posts (Bai dang): dung dé dang bai va twong tic v&i sinh vién (chat, giang day
trao ddi truc tuyén, chia sé tai nguyén truc tuyén trén kénh).

o Mail - Van Huyen Bui (Test) - Ou. X | Ejh General (GDQP_61.DCTIBAID x | +

() (@] @ https://teams.microsoft.com/_#/school/files/General?threadld = 19:0a2aacfdaecd4e65a2cd e 9@thread tacv28ctx=channe b+
Microsoft Teams 1 Search or type a command
< All teams ﬂ General Posts Files Class Notebook Assignments Grades -+ "
Gb + New ~ T Upload ¥ @ Copylink & Download -~ Addcloud storage B Open in SharePoint = All Documents ™
General
GDQP 61 BOT1 DAI DOI
Name Modified | Modified By

General Class Materials Van Huyen Bui (Test)

@) “Team_User Guidepptx About a minute ago  Van Huyen Bui (Test)

Tab File (T¢p): upload hoac download file tai liu, Office 365 cho phép sura, cédp
nhat tai li€u truc tuyén.
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i Mail - Van Huyen Bui (Test) - Ou' % | tf# General (GDQP_61.D0T1PAID X | = = a X
< O @  https://teams.microsoftcom/_#/school/ClassNotebook/General?thread|d =19:0a2aacf4aecd4e65a2cd 1e3d94063699 @thread.tacv28ictx=channel = = 6 & B
Microsoft Teams = TG RO
< All teams [l General Posts Files Class Notebook Assignments  Grades -+ SO @
- File Home Insert Draw  View Help  Class Notebook Open in browser
YDv [P~ Calibi vt v B I U &v Av I A o iSviiTe e Ay Biv v B

GDQP_61_BQT1_DAI DOI1

General =D

Mén hos gife due Quds phang An ninh
Piém danh ngay 9/4/2020 : 1¢p ving 2 sinh vién

Tab Class Notebook: so tay giang vién. Giang vién ghi chép cac cac ndi dung cia
tirng budi hoc trén Class Notebook

1. POI VOI SINH VIEN

11.1. Pang nhap

a. Doi vdi sinh vien K60, K61
+ Truy cap vao dia chi https://teams.microsoft.com bang trinh duyét web, hoic m&
ph?ln mém Microsoft Teams trén cac nén tang Windows, Mac OS, Android, 10S.
+ Nhép tai khoan (Account): ma_sinh_vién@e.tlu.edu.vn; mat khau (Password) va nhin
Ping nhap (Sign in). Sinh vién sé& thay giao dién Teams ctia minh c6 Nhém va lich hop,
khi dén gio hop gdp mat s& co biéu twong Camera va trén man hinh s& xuét hién nat Join

(Tham gia), sinh vién bAm vao dé tham gia budi hop.



Microsoft Teams

< All teams

Gdp mat sinh vién

General
Bai hoc 1

- e _

General Posts Files Class Notebook Assignments Grades -+ ® Team 26

http://www.tlu.edu.vn/Portals/0/ThongBao/2020/Huong%20Dan%20Teams. pdf

¢« Replies are disabled

1 Wedn:
- \ ' Gap mat

Gap mit sinh vi

Thursday, April 16,

9 replies from
Q¢ Meeting ended: 23s !
« Replies are disabled

Today

Meeting now

®(  Meeting started

« Replies are disabled

You've been muted, so you can't start a conversation

Sinh vién c6 thé ding nhap vao Email s& thdy email nhéc lich va bAm vao dudng link
trong Email (hinh dudi) dé tham gia hop:

’ O Search

[ Delete &= Archive O Junk v & Sweep

©

£ Focused =7 Other @ Filter ~

Other: New conversations
marketing.vn@trendmicro.com

Gap mat sinh vién B
> Gap mat sinh vién Thu 8:45 AM
Chao cac thay, co

This week

Microsoft Stream
Your meeting recording is h... Tue 10:40 PM
Your content is ready to stream! Meeting in "Ge

Microsoft Azure
Azure AD Identity Protectio... Tue 11:10 AM
See your Azure AD Identity Protection Weekly [

Microsoft Azure
User at risk detected Tue 10:47 AM
See your report. User at risk detected We detec

Microsoft Azure
User at risk detected Tue 12:39 AM
See your report. User at risk detected We detec

Microsoft Azure
User at risk detected Tue 12:37 AM
See your report. User at risk detected We detec

Micrasoft Azure

Bl Moveto v < Categorize ¥ (© Snooze Vv Undo

G&p miét sinh vién

| Y777 on behalf of Gap mat sinh vién
- e
* Thu 4/16/2020 8:45 AM G 9 9

Huyén Bii Van; buhuyen@wru.vn; huyen buivan@gmail.com; hhht@mail.com; huyenbvhp@yahoo.com; huyenbv@live.com +6 athers

51 Gap mat sinh vién
© Thu 4/16/2020 9:00 AM - 10:00 AM W

©  Hoi Trusng T45

No conflicts
f51 RSVP to this event Email organizer c

Add a message to Gap mat sinh vién (optional)

v Yes ? Maybe X No (© Propose new time

Chao cac thay, cd

Join Microsoft Teams Meeting

Learn more about Teams \ Meeting options

b. Déi véi sinh vién K59 tré vé truwée (sit dung email @wru.vn)

Ding nhap bang Email @wru.vn s& c6 Email nhic lich (Sinh vién phai tai Teams App
cai dat trén may tinh) :



GDQPAN_K3D4_TIEU DO.

GDQPAN_K3D4_TIEU DO.

TIEU DOAN - HOP TIEU DOAN K3D4 Joi.. (A

9

TIEU DOAN - HOP TIEU DOAN K3D4 -~ O ® = @0

Apr 16

The HubSpot Team [Important Update] HubSpot Is Adding A New Data Sub-Processor - HubSpot is adding a new data sub-processor, and as ... Apr 16
Gap mat sinh vién Gap mat sinh vién - Chao cac thay, ¢ ! J.. [ Apris
Gap mat sinh vién G&p mit sinh vién - Chao céc thay, co J. | Apr 16
Nhém GDQP By BVHUY .. Gap mit sinh vién - Chao céc thay, c6 J. M Apr 16
Nhém GDQP By BVHUY... Gap mit sinh vién - Gap mat Join Micro.. (5] Apr15
Statista Infographi. Quo Vadis World Economy? | Hoping for a V-Shaped Recovery - The International Monetary Fund updated its World Econo... Apr15

r 9

A \ . . R .

Bam vao link trong lich hop dé tham gia :
Q_ Search mail b @ I3
< 0 0 w o ¢ D ®» 80f5295 ¢ >

Gap mat sinh vién D Inbexx

Gap mat sinh vién NhmGDQLBYBVHUYEN@tlu.edu.vn yia wru.onmicrosoft.com

]
&

@ Thu, Apr 16, 8:45 AM (1 day ago) sﬁr -

to Huy&n, me, huyen.buivan@gmail.com, hhht@mail.com, huyenbvhp@yahoo.com, huyenbv@live.com, Dang, Ve, Nguyen, Do, Ho, Gép ~

[ Apr | Gap mat sinh vién
1 6 View on Google Calendar
Thu pr When  Thu Apr 16, 2020 9am - 10am (ICT)

Vhere  H&i Trudng T45

Who T @gmail.com,
' @live.com, r E

Chao cac thay, c6

Join Microsoft Teams Meeting

€arn more aboul 1eams | MEetng opuions,

Agenda

Thu Apr 16, 2020

No earlier events

9am G&p mat sinh vién
4:30pm TIEU DOAN

“@r=- ~.com, . (@yahoo.com,

Sau khi bam link “Join Microsoft Teams Meeting” man hinh s& xuét hién man hinh Join

cua Teams nhu sau :

Néu chua cai App thi phai chon Download App, cai dit xong, chay tng dung va tham

gia cudc hop.

Néu may tinh da cai sin Teams App thi bdm “Open Microsoft Teams” hodc bam
“Launch it now” d¢é mo tng dung sau d6 nhap ho tén dé tham gia hop.
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Open Microsoft Teams?

https://teams.microsoft.com wants to open this application.

Open Microsoft Teams Im

G

Experience the best of Teams meetings with the desktop app

load the ws app Join on the web instead

Already have the Teams appff Launch it now

Nhép ho tén va bam Join now dé tham gia hop

e your audio and video settings for

Meeting now

Nguyen Van Al

Other join options

% Audio off




