HUGNG DAN SU DUNG MICROSOFT TEAM

HungHau

Microsoft Teams, day la ung dung chat nhém vdi su tuong tac theo thai gian thuc gida

cac thanh vién. Microsoft Teams sé cung cap céng cu chat nhom, hop truc tuyén, ghi

chy, tich hop cac ung dung Office, Planner, PowerBI va rat nhiéu ung dung va dich vu

bén thu ba dé giup viéc trao doi cong viéc dién ra troi chay va truc quan nhdat cé thé.

bé st dung Microsoft Teams c6 hai cach: thud nhat s dung 6 trinh duyét web online

khéng can phai cai dat 8 may tinh hoac thiét bi di dong. Thu hai download cai dat

Microsoft Teams 8 may tinh hoac thiét bi di ddng. Nhung trudc hét xem qua nhing tinh

nang ca ban cua Microsoft Teams.
A. Tinh nang co ban cua Microsoft Teams

% Cac tinh nang & giao dién chinh

" Xem lich st
chat ctia ban

Q B HH ICT > General -

Conversations Files Wiki OneNote -+

Chat va goi video
V@i tieng ngudi
hodc nhém ngu&i

s team!

Chuyén céc (¢ng dung
hodc tap tin thanh cac tab get going...

NGi chuyén va giao tiép
v&i moi ngurdi trong
cac nhém dang mé

Add a tab

Xem cac cudc hop
sap téi clia ban
hoac Ién lich m&i

Truy cap nhanh
Vvao cac tap tin
lién quan dén ban

O-"EQA
HO

HHO PhongNT has ad!

HHO PhongNT removed Unkno

lo 2% (g

HHO PhongNT has added HI

HHO DanhlH 10/13 10:06 AM

b

Thiét lap thong
tin ca nhan

Type a new message

i Add team

A GO BB
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HungHau

% Tinh nang 4@ giao dién ngudi dung

Search Q © HH ICT > General - Private | No classification
Favorites I Conversations  Files Wiki OneNote
vvelcome 1o the team!

Here are some things to get going...

Tim tAt ca tai liéu, video va
cac thong tin ca nhém nay.
Dac biét ban st dung

HH ICT

Sz OneNote dé ghi chi
M6 cau hai thuong gap
Task droc hoan thanh béi cho nhom cla Microsoft
céc thanh vién trong nhém
Create more channels I | Open the FAQ
* & HHO PhongNT has added HHO NguyenVK and 4 others to the team.
€& HHO PhongNT removed Unknown User from the team. Lo N »
. g e Tao chll @& méi hodc nhiém
& HHO PhongNT has added HHO DanhLH to the team vu khéc nhau trong nhém
Bat dau cudc tro
chuyén méi
Start a new conversation, use @ to mention someone
" Add team A GO @B & >

Search Q ®B Tc rung tam Céng nghéthéng tin \ Private ' No classification

Teén cda nhom | Conversations  Files Wiki PowerBl +
HHO PhatNT Yesterday 3:25 P}
" anh phong dua thongnm vao group vpbdh
nha

Ban sé thay ndi
dung chat clia minh
ANh Phong i hoac nhom & day
< Reply

éo- Posted in General

Hi ) trg xir Iy phin mém

HHO DanhlH Yesterday 3:26 PM

éé Posted in General

Cé anh

3
)

éo Posted in General

éé Posted in General

éé Posted in General

Khi tao cudc trd chuyén, ban co
é_ thé thém tap tin, biéu twong cam
© Posted in General xUc hodc cd thé call video
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% Tinh nang bang Chat

Search o © HungHau, LongNC

Recent / Conversation Files Organization Activity -+

i) l;hff\gl:iau. LongNc| Tim ngudi chat l C6 thé call video, call hodc
HO You:test ngu&i vao trd chuyén

@ T-Bot 401 AM

B 7 U A ® = | poagaphv | 1 ]
A new message
thng soan thao ndi dung chat]
A ¢ @ W B & B

Private ' No dlassification

Stra, xem hay thémthongtin | & Trung tdm Céng nghé théng tin > General -
vé nhém va céc chi dé
Conversations  Files Wiki PowerBl —+

L4y théng tin mail cda nhém
dé glri email dén nhém nay

Trung tdm Céng nghé théng n\

ey HHO DanhlH Yesterday 3:26 PM
éo ANh Phong i

46 Connectors Reply

Get email address.

=
ST, 47 gHau, LongNC  Yeste 48P
|j><em ISpOOmatat cear ] & Getlink to channel conversation has begun.

chi dé trong méi nhém
h
Follow this channel [) Power Bl - Finance

Xem cdc cudc tro chuyén
trong nhém va céc chi dé

]

= DanhLH@vhu.edu.vn 7:43 AM

test
Test mail gui toi nhom

Tran trong,

Start a new conversation, use @ to mention someone

& Add team A 0 QB B X B>
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% Tinh nang 8 bang Meetings

Seg
Xem cudc hop cta
ban ti¥ lich outiook

Agenl
Today

No upcgiming meetings,
Tomorro!

Test ch dé cudc hop r

am - 12:00 pm

hang hop 1VHU
Saturday 12/16 Cudc hOD dLFQC thi_é't
l&p va join vao dé

testsssss o =
tién hanh hop

8:00 am - 8:30 as

Sunday 12/17

No upcoming meetings.

Monday 12/18

No upcoming meetings.

osoft Teams

Downloads

& Google Drive

T noi lru trip

tai liéu cta ban

-+ Add cloud storage

Search Xem danh séch céc
nguon Iwu trl khac
Views nhau c6 tai liéu cia ban
@© Recent

testsssss

Danh séch nhitng
ngw&i tham dw hop

Organizer {
o VHU LongNC

Organizer

Théng tin chi tiét tir
lich outlook ctia ban

Saturday, December 16, 2017
8:00 AM - 8:30 AM (30 minutes)

You did not respond to this meeting.

Attendees
] ?
Accept ? Tentative X Decline HHO DanhLH
fsdfds
Lwa chon Recent s& thay Xem thoi gian lan cudi
(D Recent cc tai iéu cla ban da chinh stva tai tai iéu

xem va lam viéc gan day

Name Modified v

ﬂa BC Tuan 20-24 thang 11 nam 2017_TTCN.xisx 11/24/17

Noi lwu trif tai liéu

Edit in Teams

Open in Excel Online

M8 tai liu chinh Qpen'in Excel
stra online hodc _ Download
download tai liéu vé
Get link
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B. Hudng dan su dung

Co 2 cach su dung:

1. Cach thu nhat st dung Microsoft Teams 6 trinh duyét web:

B1. Mo trinh duyét web truy cap vao dia chi mail.office365.com va dang nhap bang tai

khoan email va mat khau cua cong ty cap.

< C Dman!,oﬁ\ceSGS,comh o @

B2 Microsoft

bang nhap

danhlh@hunghau.vn ‘

Ban khéng truy cap dugc vao tai khoan?

B2. Nhan vao biéu tugng B phia bén phai man hinh va kéo thanh trugt xuéng phia

dudi cung chon biéu tugng Teams

Office 365 | Outlook ? HHO DanhLH .*

&3 Danh diu tit ca 1a da doc
TRANG CHU MOl TATCA
o Khac Loc v
33333 bng c6 sukiégnndotrong ] Lich cong tac
AN

Timeline #my

Chon mét muc dé doc

INC trén Workplace
nhn dén HTTT-VHU

B&m vao déy dé ludn chon muc @u tién trong danh sich

se] Séng ngay 09/12/2017, Tre

N

Dynamics 365
&t dinh nhan su Trung tam Cé

L trén Workplace
nhén dén Nhém HTTT - HHH 215 C
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http://mail.office365.com/

B3. Nhan vao Next

=<
L
Your class assignments, notebooks and more
Assignments, files, noteboocks, and announcements - class basics are all covered here.
Plus, engage your class with lively conversations and added external resources.
B4. Cudi cung nhan vao Let's Go dé bat dau st dung Microsoft Teams
=

Staff and student groups are here, too

Create teams to work together with peers or run extracurricular activities.
Conversations, files, notebooks, and apps can also be used in these teams.

Back

CONG TY CO PHAN PHAT TRIEN HUNG HAU
613 Au Co, Phudng Phu Trung, Quan Tan Phu, TP. H6 Chi Minh - Dién thoai: (028) 3860 4999 - Fax: (028) 3860 4666 — www.hunghau.vn



» Tinh huéng muén tao mot nhom mai

B1. Nhan chon vao Add team—>Create a team.

HungHau

Search Q © Suggested teams
Favorites Browse and join any of the following public teams
B -
Genera
Create a team
N

& Add team

Ban sé dugc yéu cau dé chon tu mot trong b6n nhom

Searck

Classes: Gido vién va sinh vién cong tac trén nhom du an, nhiém vy va nhiéu hon nda.

PLCS: Cong tac trong cdng déng chuyén nghiép tim hiéu gido duc.

Staff Members: Lanh dao nhan vién va nhan vién céng tac trén truong hoc quan tri va

phat trién.

Anyone: Sinh vién va nhan vién truong hoc cdng tac trong lai nhom va cau lac bo.
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Choose a team for

Classes PLCs
Teachers and students
collaborating on group projects,
assignments, and more

Staff Members

Staff leaders and staff members
collaborating on school
administration and
development

Educators collaborating within a
professional learning
community

Anyone
Students and school employees
collaborating in interest groups
and clubs

Cancel

B2. Nhap tén nhom va mé ta vé nhom—>Chon Private hodc Public >Chon Next

Create your team

Collaborate closely with a group of people inside your organization based on project. initiative, or

common interest. Watch a quick overview

Team name

NHOM TEST h

Description

Gigi thiéu nhom «

Privacy

Private - Only team owners can add members v

Private - Only team owners can add members

Cancel

Next

Public - Anyone in your organization can join
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B3. Thém thanh vién vao nhém nhan chon Add = Sau do6 chon Skip

Add members to "NHOM TEST"
Start typing a name, distribution list, or mail enabled security group to add to your team.

) HungHau, Le

Skip I

HungHau

Add

B4. Sau khi da hoan thanh viéc tao nhom, c6 thé tao cac kénh riéng trong nhom nay va

thém thanh vién khac vao khi ¢é nhu cau. Nhan chon vao Add Channel hodac Add

members
Search a NHOM TEST > General -
Favorites Conversations  Files +
n ITC
General

»

. NHOM TEST
General !
Remove favorite '
\@/

% Manage team

0@

Add channel h

ﬁ &' Add members
€% Leave the team
2 Editteam Let's get the conversation started
& Getlink to team Try @mentioning a student or teacher to begin sharing ideas.

lanhLH has added Forms to the team.
Delete the team

=]

Start a new conversation, use @ to mention someone

Ay ¢ O BB @

&"  Addteam

Néu tao thém Kénh trong nhom vua tao
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TEST KENH (NHOM TEST) | Microsoft Teams

Search a Z NHOM TEST > TESTKENH = - Private | No classification
fas Conversations  Files —+

Teams

NHOM TEST
Q Genera

TEST KENH

Let's get the conversation started

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

Start a new conversation, use @ to mention someone

& Add team A C OB B G B

B5. Trong nhom tham gia c6 thé thém tai liéu dé trao doi cong viéc. Nhan chon

Files>Sau dé cé thé New maoi mét tai liéu hodc Upload tu may tinh hodc Onedrive, ...

Search aQ © n ITC > General - Private | No classification
Favorites Conversations Files Wiki PowerBl Planner + "
> [ Wi General

General

f] New (3] Upload P Getlink B Openin SharePoint - Ad

Type Name Modified v Modified by Size ()
NHOM TEST
Genera Email Messages 9h ago SharePoint App
TEST KENH
ﬂE header_footerHungHau.docx 30m ago HHO, LongNC 66.21 KB
ma ITC_TEST.docx 5h ago HHO DanhLH 53.10KB
@ ITC.docx 5h ago HHO DanhLH 53.10KB
E SnagIT 18.rar Yesterday HHO PhongNT 218.33 MB
E Snagit vi2.2.rar Yesterday HHO PhongNT 73.98 MB
Huong-dan-dang-ky-lich-lam-viec.pdf Yesterday HHO PhongNT 810.38 KB
@ DINH HUGNG HOAT DONG VA KE HOACH T.. 12/12/17 HHO PhongNT 1.13 MB
[P ] DINH HUGNG HOAT DONG- KE HOACH TH... 12/12/17 HHO PhongNT 10.21 MB
&' Add team
a1 AN LIEIAC HOAT DANC VA VEUNACH T 12/42/17 HUN DhanaNT 27& Mr

» Tinh huéng su dung chuc nang Meetings
B1. Nhan vao Schedule a meeting dé tao lich hop mdi
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HungHau

Search Q @ > .
Test chu dé cuéc hop
Agenda
Today
Organizer

No'upcomming meetings. Friday, December 15, 2017
T 11:30 AM - 12:00 PM (30 minutes) é HHO DanhLH

. !

Phong hop 1 VHU B

Test chil dé cudc hop
11:30 am - 12:00 pm Attendees
@ Phong hop 1VHU Chat with participants

@ HHO, LongNC
Saturday 12/16 No response

You are the organizer.

testsssss

8:00 am - 8:30 am X Cancel meeting
Sunday 12/17

No upcoming meetings. test cudc hop

Monday 12/18

No upcoming meetings.

Join Microsoft Teams Meeting

Guests need to switch to their guest accountsto join this meeting. Learn more

[E] Schedule a meeting

B2. Dién thong tin sy kién nhu sau:
- Title: tén sy kién (Hop trién khai...); Location: dia diém dién ra sy kién hodc sy
kién dién ra online
- Start: thoi gian bat dau su kién; End: thoi gian két thuc sy kién
- Select a channel to meet in: chon kénh ban muén madi tham gia sy kién

- Invite people: chon ngudi ban muén tham gia su kién

->Sau khi khai bao xong nhan vao Schedule a meeting
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New meeting

v

HungHau

:
\ 4

€=

Location
Microsoft Teams Meeting v
Start End Repeat D

Dec 14, 2017 4:30 PM Dec 14, 2017 5:00 PM

@ Scheduling assistant

elect a channel to meet in

None (optional) £

nvite people

Invite someone

Details

B 7

fay 4
Type details for this reVeet-v:g

1C
o
T
3
11
|

Paragraph v

Organizer

= HHO DanhLH
é DanhLH@hunghau.vn

Close ‘ Schedule a meeting

B3. Khi toi thoi gian dién ra sy kién online, chon vao Join dé tham gia vao sy kién néu

la hop online

Test chu dé cudc hop
1130 am - 1200 pm m

Saturday 12/16

/ testsssss

2

% 8:00am-830am

Sunday 12/17 Joi n?
No upcoming meetings.

Monday 12/18
No upcoming meetings.

@ Phong hop 1VHU Chat with participants

That meeting isn't scheduled to start until Dec
15, 2017 at 11:30 AM. Do you still want to

=] -
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Tinh huéng su dung chuic ndang tao mét nhiém vu trong Microsoft Teams.

B1. Nhan chon Teams > Add team->Create team->Sau do chon Classes. Sau do nhap
tén cua Team va gidi thiéu Team do, tiép theo chon Next.

Create your team

Teachers are owners of class teams and students participate as members. Each class team includes a
Class Notebook.

Name ’
TEST

Description (optional)

TEST| «

| N

B2. Thém sinh vién hoac gidng vién muén gang nhiém vu. Sau do chon Skip dé bat
dau. O day c6 thé si dung nhan vién dé phan nhiém vu mdi tuong ung véi Students
va Teachers.

Students: nhing sinh vién muén nhan dugc nhiém vy mdi
Teachers: nhdng giang vién cung quan ly nhiém vu nay.
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Add people to "TEST"

Students Teachers

‘f HHO PhatNT X Add

Start tvpina 2 n

ame to choose a group, distribution list, or person at your schoaol

Skip

B3. Tai team nhiém vu via mdi tao, nhan vao Tab Assignments=>New assignment

Search Q & TEST > General - Private  No classification
Favorites Conversations  Files Class Notebook  Assignments “t v O

=

Week Review New assignment

NHOM TEST

General

TESTKENH Mon Dec 18 Tue Dec 19 Wed Dec 20 Thu Dec 21
u TEST ASSIGMENT < Drat >

TEST AESE

Untitled assignment
General

+

A Add team
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B4. Tai tab Assignment, cung cap thém thong tin cua nhiém vu madi nay

Title: tén cua nhiém vu

Instructions: huéng dan nhiém vy

Date due va time due: ngay va thoi gian két thuc hoan thanh nhiém vu

Attach reference materials hodc Specify what students will turn in: dinh kém tai liéu
tham khao hoac chi dinh tai liéu tham khdo ma sinh vién sé xem dé lam nhiém vy nay
Late turn-in allowed: cho phép hoac khong cho phép sinh vién tat hoac bat nhiém vy
nay.

Points: diém cua nhiém vu nay néu ¢o

Cu6i cung chon Assign dé thong bao cho sinh vién hoac chon Discard dé ngung céng

viéc trén nhiém vy nay hoac Save as draft dé quay lai giao dién va chinh stia né sau nay.

Search Q (A4 TEST > General 1 Private  No classification
Favorites Conversations  Files Class Notebook ~ Assignments —+ ' O
[EES———
= {
&~ New assignment Discard ’ ‘ Save as draft ’ Assign
NHOM TEST
General
TEST KENH
Title Date due Time due
nter title {required Wed Dec 20 2017 [ g \
a TEST ASSIGMENT F e TE HARM
Instructions = ~
TEST @® Late turn-in allowed 5 No
General S + Points &Y No
(7 Attach reference materials
] Specify what students will turn in

B5. Sau do sé xuat hién moét nhiém vu mai, cé thé thém maoi mot nhiém vu mai hoac

xem lai nhiém vu da tao chon vao Review.
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Search Q & TEST > General - Private | No classification H
H
Favorites Conversations  Files Class Notebook ~ Assignments e O H
ey
|- { |
NHOM TEST
General
TEST KENH Mon Dec 18 Tue Dec 19 Wed Dec 20 Thu Dec 21
a TEST ASSIGMENT < Turned in: 0/0 S
TEST TEST
test
General

B6. Tai cua s6 Review xem lai nhang chi ti€t cia nhiém vu do va sinh vién nao da co

phan hoéi vé nhiém vy nay. Co thé xudt ra excel dé xem 8 dang excel.

Week Review q B Export to Excel

Reviewed v/

TEST ASSIGMENT
File hudng dan st
dung cong cu trong

office 365
v
Due date: Dec 18 at 5:00 PM Posted: Dec 17 2:34 AM Post All
\ Name v Student work Date turned in Feedback Points / 100
=1 =
@ HHO, LongNC Not turned in = 50 /100
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2. Cach thu nhat su dung Microsoft Teams & may tinh hodc thiét bi di déng:

B1. Tuong tu nhu budc 1va budc 2 cua cach 1 nhung ¢ day khi dang nhap vao Microsoft
teams—>Sau do nhan chon download vé dé cai dat.

Search Q K Want an even faster, more collaborative experience? Download the desktop app. X

Favorites . ITC> Fun * - Private  No classification
=
Conversations ~ Files Wiki +
—
General
Fun

B2. Cai dat va su dung tuong ty nhu st dung online

General (TEST ASSIGMENT) | Microsoft Teams

Search Qa © TEST ASSIGMENT > General - Private | No dlassification
Favorites Conversations  Files  Class Notebook ~ Assignments

TEST \

u - @
General

Fun
Welcome to the class!
NHOM TEST Try @mentioning the class name or student names to start a conversation.
General & HHO DanhLH has added Assignments and Forms to the team.
TEST KENH 2 HHO DanhLH has added HHO, LongNC to the team

HHO DanhLH has added HungHau, PhongNT to the team
u TEST ASSIGMENT ——
e,

File hwéng dan str dung céng cu trong office 365
[¥) Due Dec 18

View assignment

< Reply

Start a new conversation, use @ to mention someone
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