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B Bl
Tai liéu Huéng dan st dung Microsoft Teams mm Microsoft

1. NHOM VA KENH TRONG MICROSOFT TEAMS

@ Nhom va kénh trong Microsoft Teams

Mot nhom la noi
ban cong tac véi
nhirng ngugi

khac.

Chon loai nhém s ~ s 7
Ban c6 thé co cac
F‘n / - nhém khac nhau

1 o] s « A
—J cho cac muc tiéu
Lép hoc Cong dong hoc tap Nhan vién kh é C n ha u n h u:

U, B an nhm, b3 tap chuyén nghiép (PLC] Jun tri va phat trin trsang hac = o

Nhom lam viéc cda gidng

cac I6p ma ban
day, hgp tac vdi
cdc gido vién
khac, hoac cho
bat ky nhom nao
muén lam viéc

Vi tri trén man hinh

Cac nhém dudgc phan
chia thanh cac kénh.
Ban cé thé tao kénh
Kénh theo cach ban muén:

MNhém clia ban

B 5 i
I Lép hoc mau

Chung
[ Dia by

Héa hoc theo chuong bai,
Lich sif nhém nhod, tiét hoc,
Tiéng Anh hoac bat c cach nao
Todn phu hgp véi ban, theo
Tutorial

lua chon cda ban.
Vatly

~j Ménhocmau
Chung

Chuang 1
Chudng 2

Chuong 3

Vi tri trén man hinh
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Tai liéu Hudng dan st dung Microsoft Teams

@ Thém mét kénh méi

Nhém

Nhém cla ban

LGp hoc méu
Chung
Bialy
Héa hoc £33 Xem nhom ’

Lich stt & Thém kénh

Tiéng Anh O Thém thanh vién

Toan .
% R&ikhoi nhém
Tutorial
Chinh sifa nhém
Vat Iy
@ Nhén lién k&t @én nhom

5 Mon hocmiu P
Quan Iy thé

Chung

Chuong 1 X6a nhém
Chuong 2

Chuong 3

Céng ddng hoc tap chuyén ng...
Chung

Form

Tham gia hoic tao nhém

Vi tri trén man hinh

2. TAO MOT NHOM
@ Tao mot nhém

Tham gia hoac tao nhém

-t

Tao nhém

' Tao nhém

e
Tham gia nhém bang ma

Vi tri trén man hinh

Trang | 4

B% Microsoft

1. Chon dau ... bén
canh tén Nhém

2. Sau do click vao
Thém kénh

3. Dat tén va thém
chi tiét cho kénh
md&i

1. Chon Tham gia
hoac tao nhém &
goc dudi bén trai

2. Sau doé chon
Tao nhém

(Xem tiép trang sau)
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Tai liéu Hudng dan st dung Microsoft Teams

@ Chon loai nhém

Chen loai nhém

=)
| ! QD VUi
« G- 1 Oy
Lép hoc Cong dong hoc tap Nhan vién Khéc
Thae luin, dy n nhém, bai tép chuyén nghiép (PLC), Quén £ v& phét trign trvang hee Tl e P

Nhém lam viéc ciia gidng hoat déng sau gi& hoc

vién

Tao nhém cua ban

Gido vién 13 chii 5& hifu ctia nhém I8p hoc va hoc vién tham gia vdi tif cach |3 thanh vién, M&i nham
18p hoc cho phép ban tao cdc bai tip. bai ki€m tra, ghi lai  ki€n phan hdi cda hoc vién va cung cdp
cho hoc vién khéng gian riéng tu d€ ghi chi trong 58 tay ldp hoc.

Tén

Mé ta (tay chon)

Tao nhém bing cach sif dung nhém hién tai 13m miu

Vi tri trén man hinh

@ Thém thanh vién vao nhom

Nhém v Tham gia hoa

Nhém ciia ban

L6p hoc mau B H
3

Chung # An

Dialy

Héa hoc 8% Xem nhoém '
Lich s & Thém kénh

Toén

€2 Raikhdi nhém
Tutorial
- & Chinh sifa nhém
Vit ly
@ Nhan lién két dén nhém
wi Man hoc méu ) Quanly thé
Chung
Chudng 1 @i X6anhém fl
Chuong 2
Chuong 3

Céng dong hoc tap chuyén ng..

Chung

Form

W Tengsesenen @

Vi tri trén man hinh

5. Chon dau ...
bén canh tén Nhém

6. Chon Thém
thanh vién

B% Microsoft

3. Chon loai nhém
ma ban muén tao

4. Pat tén cho
kénh va thém
thanh vién. Ban
c6 thé thém khéch
(vi du nhu phu
huynh) bang cach
g6 dia chi email
cta ho

(Xem tiép trang sau)
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Tai liéu Hudng dan st dung Microsoft Teams

@ them cha de

Nhém

e

Tham gia hoa

Vi tri trén man hinh

® Them cha d& cia Nhém

Nh6m cla ban
ireemEn E N

Chung & En
Dialy k
Héa hoc )
Lich sir = Them kénh
Tiéng Anh & Them thanh vien i
Tosn
€& R&i khoi nhom
Tutorial
- #  Chinh sita nhém
Vitly
@ Nhan lién két dén nhom
i Mon hoc mau & Quinlythé
Chung
Chuong 1 [l X6anhém H
Chugng 2
Chudng 3 St Edu
u Cong ddng hoc t3p chuyén ng...
Chung
Form
@’ Tham gia hoic tao nhém i3

cua Nhém

B% Microsoft

1. Chon dau ...
bén canh tén Nhém

2. Sau do6 chon
Xem nhom

(Xem tiép trang sau)

Ldp hoc mau

Thanh vién  Yéu ciu dang chd xuf Iy

+ Cha dé cua nhém

Lép hoc mau

[="
it
T

Kénh JCa

Chon chd dé

Phan tich

3. Chon Cai dat

Ung dung

4. Sau do click
Thay déi cha dé

Vi tri trén man hinh
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Tai liéu Hudng dan st dung Microsoft Teams

@ Pang binh luan va @dé cap

B% Microsoft

Hom qua
Training 0365 d2 thém khoasph31 (Guest) vao nhom vdi tu cach khach.

Training 0365 da xda khoasph31 (Guest) khoi nham.

m % (3

Training 0365 da tac kénh Tutorial. An kénh

Pang mot binh
luén va @dé cap
tdi cac thanh vién

Bt dau cudc hi thoai mdi. Nhap @ g€ dé cap dén mét ngudi nao do.

Nhém

A OBE B R a -

Vi tri trén man hinh

3. KHONG GIAN LAM VIEC TREN TEAMS

@ " Khu vuc lam viéc ca nhan: Theo doi cac irng dung va tép cua ban

Lép hoc méu

Mén hoc mau
Céng dbng hoc t3p chuyén ng..

Ban giam higu

., 2% Nhém khac (cau lac bé, nhém ..
Ung dung — Nhém va Kénh

@ 19-207A2 - Toan

3
0
Thanh o
o
(7

.

Vi tri trén man hinh

Trong khéng gian lam
viéc ca nhan, ban sé
tim thay:

1.Thong bao

2.Cac cudc tro chuyén
3.Nhom

4.Cudc hop

5.Tép lam viéc ca nhan
6.Tat ca bai tap da tao

7.B4t ky rng dung nao
dudc thém vao
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. HE A
Tai lieu Huéng dan st dung Microsoft Teams mm Microsoft

@ Khu vu'c lam viéc chung: Hgp tac véi hoc sinh

‘ . Chung

Tim kiém ho3c g& lénh

1. Thanh tén Lép

Baiding Tép Wiki Edit|khdosat + @ T4 chirc . A
cho biét ban dang
Tran Thi Thu Hing (VSC-KGD-MB) 15/09/2019 12:22 A A A
r
o Nhém nay l&p nén véi mong mudén GV ha\ cd sd TL vi MTP dudc cung sinh hoat chuy&n mén theo khéi I5p; bén TL, khéi 3,4,5 d trong N hom va
chi c6 t4t ca 4 GV nén céc thiy ¢d chd déng nhan nhiém vu phin céng demo. trinh bay bai day theo phan céng cia nhém. Kén h néo
¢ Trd lai
Ngay 02 théng 10 nam 2019
& Mguyén Thanh Huyzn (VSC-KGD-ME) a3 tham gia nhom,
Ngay 13 thang 10 nam 2012 z N o
2. Cac Tabs la nai
Nguyén Huyeén Trang (VSC-KGD-MB) 13/10/2019 1326 . N A N
Tab conversation has begun. hOC Slnh |am Vlec va
. > e ez
Edit | khao sat chia sé vgi giao
vien.
¢ Trd lai
. " N N N
Vi tri trén man hinh
hY on 7 7,0 .
.
@ Khu vu'c lam viéc chung: Hgp tac véi hoc sinh
Tim kiém hodc g& 1&nh 0
N N 7 X
. Pay la cac tab cho moi
Chun Eal dan ’\’lkl Edit | khdo sa1 @ Tochic A > A s ~
kénh, & day ban cé thé
Tran u Hang (VSC-KGD-MB) 09/2019 12:22 H =4 4 .
' Nhém nay 13p nén véi mong mudn GV hal cds& TL va MTP dudc cling sinh hoat chuyén mén theo khdi Idp; bén TL, khéi 3,4,5 dl den cac muc‘

chi cé tat ¢a 4 GV nén cac thdy c6 chd déng nhan nhiém vu phan cdng demo, trinh bay bai day theo phan céng cda nhom.
- e ~

« T lai 3. Bai dang

Ngay 02 thang 10 n3m 2019

O Nguyén Thanh Huygn (VSC-KGD-MB) a5 tham giz nhém. 4. Tép va hon nira

Ngay 13 thang 10 ném 2019
e NguyZn Huyén Trang (VSC-KGD-MB) 13/10/2019 1336 5. Thém tab béng cach
Tab conversation has begun. ~ N
chon dau céng (+)

Edit | khao sat

< Tralai

Vi tri trén man hinh
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Tai liéu Hudng dan st dung Microsoft Teams

@ Khu vuc lam viéc chung:

Nhém h'd

o » &' Nguyén Thanh Huyen (VSC-KGD-MB] 45 them gia nhém
- ‘ Mauyln Huysn Trang (VSC-KGD-MB)

Vi tri trén man hinh

4. QUAN LY cUOC TRO CHUYEN TREN NHOM

@ bing bai Ién kénh

TO =
k lai néi dung dao tao trudc khi tham gia I6p ngay mai a.
Bf Cudc hdi thoai mdi ~ Moi ngudi cé thé trd I&i n[_] BDiéng I&n nhigu kénh @
B 7 U S & A A Boan van I, <= »= = = "N @ =
Thém chu dé
Cuéc hop ngay mai s& dién ra trong 3 gi&, tai phéng héi ddng, maéi ngudi cin mabg theo may tinh xach tay a!
g—
2 K @ P > 0 o B

Vi tri trén man hinh

Trang | 9

B% Microsoft

Pay la khu vuc lam
viéc chinh.

Bat ¢ th gi ban lya
chon trén thanh (ng
dung, khay Nhom va
Kénh, hay cac Tabs déu
dugc hién ra g day.

1. @dé cap

M6t ngudi cu thé
hoac cac kénh
trong hop soan
thao dé thong bao
cho ho hoac

st dung @Chung
dé théng bao cho
tat ca moi ngudi
trong nhém.

2. Chon nit Pinh

dang Y ae
thém mau, hinh
doéng, hinh dan va
cac dac tinh cua
chr.

3. GUi tin nhan
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. HE A
Tai lieu Huéng dan st dung Microsoft Teams mm Microsoft

@ xsa binh luan
Khi phat hién mét binh luan khong phu hgp?

Due Mar 16

i M £ A . Y . A2
View assignment (] Lwu tin nhin nay 1 . CI|Ck vao bleu
¢ Chinh stra 2
o T (- tugng Thém lua
5 e ) )
Ham qua e chon ... bén canh
" 68 Danh diu 1a chua dec ,
% Training 0365 d3 thém khoasph31 (Guest) vao nhom vdi tur cach khach. @ Saschip lon ket ti n n hé n
%= Training 0365 di x6a khoasph31 (Guest) khdi nhém.
B Training 0365 d tao kénh Tutorial. An kénh & Chia s toi Outlock
A ab Dich
/ ~ .
o , 2. Sau do6 nhan nut
T0 Training 0365 00:24 [5 Trinh doc chan thuc
Dear Chung, moi ngudi check lai ndi dung dao tao trudc khi tham gia Iép ngay mai a. 4 = oi2 1
2 Tt thang bso Xoéa dé xoa tin
¢ Tralai < 4
@ Xem thém hanh déng > nhan do
T0 Training 0365 00:27
Cuéc hop ngay mai s& dién ra trong 3 gi&, tai phéng h&i déng, mdi ngudi cin mang theo may tinh xach tay a!

< Tralsi

B3t dau cudc hoi thoai mdi. Nhap @ dé€ dé cap dén mét ngudi nao dé.

b ¢ @B B B R @ B

Vi tri trén man hinh

@ Quan ly cac cai dat khac cua cudc tro chuyén

1. D€ quan ly cai dat

- - dang bai trong
B Lop hoc mau © Nném ; N
Tr s Nhém, chon biéu
A
Thanh vién  Yéu cau dang chg xirly  Kén| tudng Them Il-ra
n
b Chi 88 etia nhém Chon chi d& Chgn b ben Canh
tén ctua Nhom.
» Quyén cua thanh vién Bat tinh nang tao kénh, thém (ng dung. v.v.
» Quygn cuia khiach Bt tinh nang tao kénh
.
2. Chon Xem nhém
» @lugtdé cap Chon nguéi c6 thé sif dung dé cap dén @nhom va @kénh
» M4 nhém Chia sé m3 ndy dé moi ngudi c6 thé tham gia truc tiép vao nhém- ban s& khéng nhan dudc yéu c3u tham
gia e ~ N
3. Chon Cai dat va
l + N&i dung thi vi Cho phép céc emoji, dnh meme, anh GIF hoac hinh dan l 4 A
sau do lua chon noi

dung & cac mii tén

dé xem va thay déi

cac lua chon.

Vi tri trén man hinh
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Tai lieu Hudng dan st dung Microsoft Teams [

5. QUAN LY TIN NHAN RIENG TU TRONG TEAMS

Microsoft

@ Bat dau mét tin nhan riéng tu

1. Chon Tro chuyén
2 = trong thanh (ng
Nhém 7 > dung

Nhém clia ban

2. Chon biéu tugng

L&p hoc mau Thanh vién
Chung Cudc tro chuyén
o Tim kiém t} e o = -
Bisly mg&i g4 dé bat dau
Héa hoc Chi sé h
Lich st Tén
Tiéng Anh
Toan o T e
Tutorial N (Xem tiép trang sau)
Vatly Thanh vil

;. Mbn hoc méu

Chung

Chuang 1
Chuadng 2
Chuang 3

Vi tri trén man hinh

@ Bat dau mat tin nhan riéng tu

Nhom cla ban

Lép hoc mau Thanh vién

Chung

3. GO tén ngudi ma
ban muén tro

Tim kigm chuyén trén thanh
tim kiém

Dia ly

4. G6 tin nhan cla
ban trong hép Nhap

ﬂw tin nhan mdi
P

5. Nhan nat B> dé

e gui tin nhan cla ban
|

@BP &> Q@ - =

Vi tri trén man hinh
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B% Microsoft

Tai liéu Hudng dan st dung Microsoft Teams
e Thém mot ngudi vao cudc tro chuyén

1. Chon biéu tugng
Thém ngugai

Q00 [

2. GO tén ngudi
hodac nhém nguai
ma ban mudén thém
vao cudc tro chuyén
vao hop Thém

¢ Thém

GNguyen Anh Khoa X

Huy m

3. Nhan vao nat
Thém

Vi tri trén man hinh

6. LUU TRU VA CHIA SE FILE TRONG TEAMS

@ Luu trir va chia sé file trong Nhém

0 C6 rat nhiéu cach

~ [ dé lam viéc véi cac
Héa hc_)c Bai ding Tép thI chi Bai 1. Thanh ph3n ngu... Ghicht cuéchop —+ Tép trong Teams

+ Méi v T Tdilen @ Saochépliénkét | Taixudng {- Thém dung lugng Iuvu trif ddm may

1. MGi khi ai d6 chia
Héa hoc > A o

sé mot file trong
cudc tro chuyén, n6é

Tén Piéstaddi | - Ngusi Sta déi -
sé dugc tu dong
2 HDSD Ms Teams - Template.pptx 04 Thang Ba Training 0365 N N ~
thém vao Tab Tép
it 01. BG - Thanh phan nguyen tu.pdf 03 Thang Ba Training 0365 trén kénh.

(Xem tiép trang sau)

Vi tri trén man hinh
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Tai liéu Huéng dan st dung Microsoft Teams mm Microsoft

@ Luu trir va chia sé file trong Nhom 2. 6 thE e T

upload I1én mot file da
cd tu thiét bi cua ban,

;l_ Héa hoc Baiding Tép Ghichi Bai 1. Thanh ph3n ngu.. Ghichi cubchop + nhan dLIdng link t&i
— file, thém file tur kho
a [ + Mdi ~ T Tiilén @ Saochépliénkét L Taixuéng }- Thém dung lugng Iuu trit dam méy] : lutu trl dam may hoac
md& chung trong
A= o SharePoint cia Nhém.
[ Tén~ Désira déi | ~ Ngui Sira déi
a [ @ HDSD Ms Teams - Template.pptx 04 Thang Ba Training 0365 ] 3. Tét Cé CéC f||e C(Ja
@ 01. BG - Thanh phan nguyen tu.pdf 03 Thang Ba Training 0365 ban va nQUGI khac

thém vao nhém déu
dugc luu trr tu dong.

Vi tri trén man hinh

@ Thém file vao cuodc tro chuyén

1. Chon Tab Bai

= i 1. Thanh phan ngu...  Ghi chii cuéc hop  + © Nhom +++ dang

®a
ﬂ ing ngay @22:00 cho d&n 22/03/2020

2. Chon Biéu tugng

Training 0365 Hom qua 22:16
Cuée hop "HOA 9 OXIT" @3 bi hiy

« T lai kep ghim
10 | olnincuteron dudi hdp tro chuyén

OXIT

Thir Hai, ngdy 16 thang 3 ném 2020 @ 2330

© T 3. Chon cach ban sé
upload file.

Training 0365 Hom qua 22:08

To D43 Ién lich cuéc hop

V22:30 cho dén 22/03/2020

O . T
gui tin nhan cta ban

i. Nhap @ dé d& cap dén mét ngudi ndo dé.

A (';) @B g a -

°
(L]

Vi tri trén man hinh

Gan day
#  Duyét nhdm va kénh

OneDrive

Tai lén tif may tinh cla toi
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Tai liéu Hudng dan st dung Microsoft Teams

@ Files trong khong gian lam viéc ca nhan

Lugt xem

(O Gian day

Luu trir dam may

i Microsoft Teams

| Tép tdi xudng

1

Vi tri trén man hinh

@ Tim kiém file gan day cua ban

Tép

Lugtxem

(O Ganday

] Tép

Wi Microsoft Teams

L Tép tai xuéng

Luu tri @ém may

& OneDrive

B% Microsoft

1. Truy cap nhiing
file ca nhan cua ban
tU nat Tép trén
thanh (ng dung

2. Dé thém va to
chirc cac files ca
nhan cdia ban, mé
OneDrive

3. Sau do, ban co
thé chia sé file trén
mot kénh, trong
phan giao bai tap,
bai dang hoac cudc
tro chuyén

© Gan day

®B B B 8 R B 8

Vi tri trén man hinh

Trang | 14

1. Chon Gan day
dé nhin thay tat
ca cac file ma
ban dang lam
Viéc, ca ca nhéan
lan hop tac trén
Microsoft Teams
— va tat ca cac
file ma ducc
thém bdi ngugai
khac ma ban c6
quyén truy cap.
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B EE A
Tai liéu Huéng dan st dung Microsoft Teams mm Microsoft

7. CUOC HOP TRONG TEAMS
@ Lén lich mot cuoc hop
1. Chon nut Lich

trén thanh Ung
dung

Lich

5] Hémnay < > Thang 32020

16

19 20 2. Chon Cuéc hop
Thir Nam Thir Sau m6i

3. bién thong tin chi
e - tiét vé cubc hop va
Luu

e Wkt @ cang

@
i
£
-

i

i
i
E

Vi tri trén man hinh

@ Hop ngay véi mot thanh vién nhém

Tim ki€m hoac gé |énh

. (hunTe khao sit =+ @ Tdehic  *+° 1. Chuyén Sang Tab

Tran Thi Thu Hang (VSC-KGD-MB) e ~ "
*;: Nhom nay 13p nén vdi mong mus GV hai cd s6 TL v& MTP dugc ciing sinh hoat chuyén mon theo khéi 16p: bén TL khdi 34,5 Bai dang tro ng kénh

chi <6 tét ¢4 4 GY nén céc thiy cé chd déng nhan nhiém vu phan céng demo, trinh by bii day theo phan céng céa nhém.

© Talsi

Ngay 02 thang 10 ném 2019
or

& Nguyén Thanh Huyén (VSC-KGD-MB) ¢ tham gia nhém. RPN . %
s FETEE gy 1 ting 10 21 2. Dudi hop Tin nhan
e Nguyén Huyén Trang (VSC-KGD-MB) 13/10/2079 13:36 mé’|’ chon b|éu tu‘o’ng

Tab conversation has begun.
4

Edit | khio sat - Hop ngay

« Talsi

Ngay 16 thang 01 ném 2020

& Tran Hitu Bao (VSC-KGD-MB) &3 tham gia nhom.

Ngay 02 théng 02 ném 2020
& Nguyén Thu Giang (VSC-KGD-MB) &3 tham gia nhém. .

Ngay 17 thang 02 ném 2020 3 Bét ky ai tham g|a
& Téng Thi Phuang Lién (VSC-KGD-MB) &3 tham gia nhom.

Nady 06 thang 03 nam 2020 trong kénh déu Cé
thé tham gia.

&' Nguyén Lé Hodi Thanh (VSC-KGD-MB) d thay

BAt dau cudc héi thoai mdi. Nhap @ mét ngudi nao dé.

Vi tri trén man hinh
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Tai lieu Huéng dan st dung Microsoft Teams mm Microsoft

@ Goi rieng cho mot ngugi

Tro chuyén Gan day Danh ba Q ° o @ }5+

T chuyén 1S dung cudc hop ngay mai nhél,
4+ @ Mguyen Huyen Trang 00:37
iws = i day.
N
2 Cuéc hop véi Training 0365 16/03
D& thém ngudi din " L
ST e DAN CAI DAT VA DAN...
Trello 01/03 o
B3 gi hinh 4nh
1. P& thuc hién mot 2. Chon biéu tugng
cudc goi riéng tu, mé cudc goi video hoac
cudc tro chuyén véi cudc goi thoai dé
ngugai do. goi ho.

Vi tri trén man hinh

8. UNG DUNG TRONG TEAMS

@ Thém 'ng dung

Ban khéng thay nhitng i'ng dung ban muon trén Teams? Thém Uing dung la cach
don gian nhat dé ma rdéng, tang cudng nhitng th ching ta c6 thé lam.

Nhém N

e 1. Chon """ Thém
;hhg trong thanh Ung dung,
roi Di dén kho.

Tim mét ding dung

m vig

jigc  EduClass  EduStaff  Onel

i — 2. Roi click Cac ng
- - @ - dung khac.

>>>>> o (Tiép tuc & trang sau)

Céc ting dung khsc > °

8" Tham gia hoic tao nhém o]

Vi tri trén man hinh
Trang | 16 ©2020 Céng dong Gido vién sang tao Microsoft Viét Nam
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@ Thém Ung dung

Ung dung

B chaiek YouTube :
fhre youtuod Q n Thu vién hinh dnh + video 3. Tim kiém iing dung
HH trong vung tim kiém.

Chia sé video trén YouTube vdi cic thanh vién

Nhm Tatca khac cda kénh. Chi can tim kiém video ban mudn
Ung dung t2 nhan hodc dan URL cda video dé.
pot 4. Chon Ung dung cén
fab 0 thiét.
Cac trinh két néi (Tiép tuc ¢ trang sau)
Nhan tin

Luva chon hang dau
Phan tich va Bl
Nha phét trién va CNTT

Gido duc

Vi tri trén man hinh

@ Thém ung dung

YouTube *
Thu vién hinh &nh + video, X& hai

“. Tim kiém video trén YouTube

Chia sé video trén YouTube vdi cac thanh vién khac cla kénh. Chi can tim kiém video

3 Thém vao nhém ban muén hoac dén URL clia video dé. 5 Chon Thém VéO
&] Thém vao cudc tro chuyén Tab nhém

St dung treng tab & d3u cudc trd chuyén hodc kénh

Tin nhin

Chén tru tiép ndi dung t tng dung vae tin nhdn

Ngui tac: Microsoft powered by YouTube
Phién ban 0.1

6. Chon Kénh trong
Nhém mudn thém

Chon kénh d¢ bit dau sir dung YouTube 7. Chon Thiét Iﬁp
L tab dé thém ung
dung vao nhom.

a

6 the bt du sif dung ding dung 86 trong

‘|

Vi tri trén man hinh

Trang | 17 ©2020 Céng dong Gido vién sang tao Microsoft Viét Nam



Tai liéu Hudng dan st dung Microsoft Teams

@ Chuyén mét &rng dung thanh thé.

B% Microsoft

Ban ¢ mét Uing dung thd dung thudng xuyén? Ban mudn chuyén (ng dung dé

thanh thanh cong cu dé dé dang truy cap?

© Tim kiém hoc g lénh

Nhém v Chung Baidang Tep ©

— Bai luyén tap Ngit &m tiéng Anh - Long i and Short

L6p hoc miu

Chung

2y mai 52 didn ra trong 3 gid, tai phéng héi déng, mai ngudi can mang theo [EMNNNNEENESY

Vi tri trén man hinh

@ Ung dung tha vi

1. TU bat ¢ kénh nao,
chon + Thém thanh.

2. Chon mét iing dung
gido duc yéu thich
hodc st dung chuc
nana tim kiém.

3. Chon Ung dung, cai
dat va luu.

Luu y: mét s6 ung
dung c6 thé yéu cau
ddng nhap.

Ban c6 thé chuyén nhirng file quan trong va iing dung di-dén-I&p-hoc thanh cac

thanh cong cu dé dé dang truy cap.

E Chung Baidiang Tép Class Notebook Baitdp Grades| + ‘

—+ Méi v~ T Tailén @ Saochépliénkét 4 Taixudng {- Thém dung Iugng Iuu trik dam may

E Chung Baidang Tép Class Notebook fJHow the compass unl..} °éc v+

How the compass unlocked the world | Small Thing Big Idea, a TED series

TED | 86.6K views | 2 months ago

Vi tri trén man hinh

a Wiibe

1. Trong Kénh chung,
chon Thém thanh.

2. Chon kiéu file.

3. Chon file mudn chuyén
thanh thanh. Thay déi tén
va luu lai.

4. Sau dé, file cé thé dugc
truy cap bdi moi hoc sinh,
bat c luc nao.

Trang | 18 ©2020 Céng dong Gido vién sang tao Microsoft Viét Nam



Tai liéu Hudng dan st dung Microsoft Teams

9. GIAO BAI TAP TRONG TEAMS
@ Giao bai tap trong Teams

B% Microsoft

Giao bai tap trong I8p hoc clia ban mét cach dé dang chi véi vai click chudt.

kiém hobc g8 lént
s I.c:e::::‘s::e

Nhém i

Chung Baiding Tép Clas

Bai luyén tap Ngi am tiéng Anh - Long i a

Chur

Ch Py

Chus
Training 0365

c TO, | i hop moi i 52 v o tron 3 g, e i i g, i can an e ETRREEERR o

[ O s

Chun

e [ & a
P N N N
Vi tri trén man hinh
Tao bai ta
ao bai tap
g Chung Baidang Tép Class Notebook Baitdp Grades How the compassunl. 7

Upcoming
> Drafts
-~ Assigned (2)

TOAN 7 - BAITAPVE NHASG 2 ¢ Tosn7
Due March 13, 2020 11:59 PM

; Anod e

Quiz

From existing °

0/2 turned in

0 reviewed

1/2 turned in

0 reviewed

Vi tri trén man hinh

Trang | 19

1. Chon Nhom tu
thanh Ung dung, roi
tim 16p hoc.

2. Dudi tén I6p hoc,
chon Kénh chung.

3. Chon Tab Bai tap

4. Click nut Create (Tao).
5. Click Assignment
(Bai tap mai)
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Tai lieu Hudng dan st dung Microsoft Teams | Microsoft

©® Ta0baitap

New assignment Discard save 6. Chon mot hoac
nhiéu 16p hoc dé

Points giao bai tap

No points

o Acd rubric 7. Tuy chon: Cé thé

Assign to lya chon giao bai

3 classes =} All students ® cho ttrng hQC sinh

S w  Timedue trong moét 16p.

— —_ SIS ® (Luu y: Tinh ndng

] ) nay chi dp dung khi
@ Mén hoc mau v ° giaO bai tdp cho tL)'ng

a19-2l].7A2-Tua'n v [d’p, khéng su dung

o Docaments for s sssigmment ofll ot ayme 1o Tarn &l No khi giao bai tdp cho
nhéu [dp)
Vi tri trén man hinh
@ Tao bai tap
Chung Baiding Tép Class Notebook Baitdp Grades How the compassunl.. 7

Edit assignment Cancel Delete 8. Thém céac théng tin chi

Day la bai kiém tra cudi cai’n déng tiét ChO bél tép.

100

£ Add rubric 9. Thém tai nguyén (Vi dU
tai liéu bé trg, mau, phiéu

pate cue Time de bai tap hoac cac tai liéu

hitu ich khéo)

Settings

O ittt O

Vi tri trén man hinh
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Tai liéu Hudng dan st dung Microsoft Teams

B% Microsoft

® Tim kiém bai tap trong mét 16p hoc

“ Tim kiém hosc g6 lénh
Nhém N E Chung Bsiasng Tép Class Notebool
Nhém ciia ban A
U, v
L3p hoc méu
Chung 1
Bia Iy

Héa hoc

TOAN 7 - BAI TAP VE NHA 56 2

6n hoc méu > Graded
e m
Chuong 1
Chuong 3

Chung

Form

&' Tham gia hoic tao nhom &

10. Vao nhém Id8p
hoc can chon, roi
chon Kénh chung

0t 11. Chon tab Bai tap

0 reviewed

Vi tri trén man hinh

@ Tim kiém bai tap cho nhiéu I6p hoc

Tim kiém hoic gé lenh

Upcoming

> Drafts

~ Assigned (5)
View more past due

|0 TRA DANH GIA DAI SO 7 (Thir 5 ngay 12/3)
2 - Toan = Due March 13, 2020 11:59 PM

AITAPVENHASS 2 ¢

0an = Due March 13, 2020 1

m Bai luyén tap Ngir 3m tiéng Anh - Long i and Short i
Lop hoc m3u + Due yesterday at 11:59 PM

Bai kiém tra 45 phit
19-20.7A2 - Toan = Due tomorrow at 11:59 PM

m Bai kiém tra 45 pht
Lop hoc m3u - Due tomorrow at 11:53 PM
> Graded

12. Chon Bai tap
trén thanh (Ung
dung.

0/5 turned in

Meo: Tim kiém
mét bai tap bang
yr— keyword trong hép
o tim kiém

2/5 tumed in
- 1 reviewed

0/5 tumned in

0/2 turned in

)

Vi tri trén man hinh

Trang | 21
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Tai liéu Huéng dan st dung Microsoft Teams mm Microsoft

10. BAO CAO MOT BAI TAP TRONG TEAMS

@ Sau khi tao mét bai tap trong Nhém, ta c6 thé dung né cho cac I18p
khac nhau, tr nam nay qua nam khac. Nhu vay, cho du 30 giay sau hay 3
nam sau thi chc nang nay giup ta tiét kiém dugc rat nhiéu thdgi gian.

Chung Baidang Tép CIassNotebDok Grades How the compassunl... - e O

1. Dén Kénh chung cla
Upcoming . . N = N
nhom 18p minh can va
S Drares chon thanh Bai tap.
.~ Assigned (2)

) T 2. Chon miii tén dé md
TOAN 7 BAITAPVENHA 582 (D Tasn 0/2 turned in . N N
Due March 13, 2020 11:59 PM 0 reviewed réong mién & nut Tao va

chon Tur muc da ton tai.
Assignment jAnh - Long i and Short i 1/2 turned in (T[élp tuc g trang sau)
0 reviewed
Quiz

) @

Vi tri trén man hinh

e Bao cao mot bai tap

Choose a class

SETIRNE T £ 3. Khi clra s6 dé dugc
md ra, tim kiém 16p hoc
1930785 - Todn ma bai kiém tra géc
dugc tao.
LM Ldp hoc méu v °
i 4. Chon Tiép theo.
w Mén hoc mau (Tiép tuc & trang sau)

Vi tri trén man hinh
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11. TAO RUBRIC DANH GIA TRONG TEAMS

@ Tao mot rubric danh gia trong Teams

Chl.ll‘lg Baidang Tép Class Notebook Baitdp Grades How the compassunl. L

Edit assignment Cancel Delete

Day Ia bai ki€m tra cudi chugng Chuyén déng

&

(# Add resources

1. Trong phan bai tap,
giao dién thiét lap,

100
‘ chon Thém rubric

(Tiép tuc & trang sau)

Points

Date due Time due
Wed, Mar 18, 2020 5] 11:59 PM ©
Assignment allows late turn-ins. Edit

Settings

g Turnitin O  Ne
& Documents for this assignment will not sync to Turnitin.

Vi tri trén man hinh

e Tao mét bo tiéu chi danh gia trong Teams

Choose a rubric Upload rubric
Search Q
_.. i 2. Chon New rubric dé tao
Rubric Title Created on o & > . 7
md&i hoac sU dung lai cac
Tiéu chi dang gi4 bai luan Mar 17,2020 : tiéu chi da tao trudc do roi
chon Next
Cancel

Vi tri trén man hinh

[
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@ biéu chinh tiéu chi danh gia trong Teams

3. Chon mot cai tén va

— x mo6 ta ngan. Kich hoat
phan diém néu can thiét.
”‘  points O 4. Chon Thém dong cho
mot tiéu chi mdi nhu: Su

Description

Enter description

tap trung, T6 chlc, Quy
4 uéc...
Meo: SU dung dau mii
tén dé ludt dén cot cudbi

Grading criteria
Excellent Good Fair Poor +

] i i i cung.
f (Tiép tuc & trang sau)
Cancel

°
I

Vi tri trén man hinh

@ Diéu chinh tiéu chi danh gia trong Teams

Edit rubric

6. Chon ® dé sao
Points No Chép mét déng hay

mot cot hoac @ dé

ot x6a dong hay xda cot
ma khong can s dung
nira.

Title

BA3i nQU van 6

Excellent Good Fair Poor

; °

Cancel Update

Vi tri trén man hinh
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12. PHAN HOI VE BAI TAP CHO HOC SINH

PHAN HOI BAI TAP TRONG TEAMS
@ Phan hoi bai tap

ot ey 1. Tim lai trong Kénh chung
cta Nhém I8p mot bai tap

Fei. figr 20 . dvaread Tngfich 11 muén xem lai (hoac tim
L Read pys 45-78 kiém bang ti khda trong

el thanh diéu khién.)

Vi tri trén man hinh

© rhin hoi bai tap

. Advanced English 11 A » General - :
A 2. Chon mo6t thé dé
md sau do click Xem

seeerTabians Jes ars Matebon e ol labus sing Cuatation Marks  +

Shakespeare Sonnet
Annotation

=

Vi tri trén man hinh
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Tai liéu Hudng dan st dung Microsoft Teams

©® rhinhoi bai tap

B Advanced English 11 A > General -~

Shakespeare Sonnet
Annctation

e Student work
E Archie, Grady ) Mot twrned in

1 @f, iitanan, Ennc @ Mot tumed in

Vi tri trén man hinh

©® rhin hoi bai tap

u] 3 Cline, Chnstie MiP T
. @ Dassiing, Allan haf iured i
o 3 Fredrickson, Al Mot tumed in

Fesdback #1100

Retwrmead August 6
A8 at 740 PM

' a8 a Garner, Chenygl ﬂi Shakespear

waharm, hiriar Mar fumed in

H 9 Hunt, William Mar fuvmed n

Vi tri trén man hinh

Trang | 26

B% Microsoft

3. G day, ta cé thé thay
danh sach hoc sinh.
Chon bd dém phia trén
cling dé loc nhitng hoc
sinh da nop bai.
4.Chon ', biéu
tugng Phan hoi dé bat
dau phan hoi va cho
diém vao cot diém.
(Tiép tuc & trang sau)

5. Hodc, néu mudén cham
diém trong lGc xem bai
cla hoc sinh, hay chon
mot trang thai cla hoc
sinh can cham dé mé& &
ché& d6 toan man hinh.
Thém nhan xét chung vao
0 tréng bén canh bai tap
cha hoc sinh va thém
diém néu da sén sang.
(Tiép tuc ¢ trang sau)

©2020 Céng dong Gido vién sang tao Microsoft Viét Nam



Tai liéu Hudng dan st dung Microsoft Teams

@ Phan hoi bai tap

fi Advanced English 11 A > General -

BF Shakedpeare docs i

Jime to " Exkt Dicurrame - o

P
o l..—.ﬁu'd . ; ( o eyl Garmeer ) o

E bt in Erawaar
Wk md bowed Mk o i T o 3kt

Returrad faxgist 14, 200E a1 138 Frd

B Shakeipeandees |

Feadbock

Vi tri trén man hinh

@ Phan hoi bai tap

B Advanced English 11 A > General -~

Shakespeare Sonnet

. . 1 o 1 dl WP
Annatalion
© -
1 Hera & Shuden! work Fanciback I8 ]

1 'ﬁ. Arche= Gracky &F Mot tarned in
o @ Ak, Ehssros & Mot termed
| @' i, Efri & Mol turoed i
a 3 Cline, Chnstie & Hotturned in

Vi tri trén man hinh

B% Microsoft

6. Chon Chinh stra van ban
dé viét tryc ti€p Ién van ban.
dé viét tryc ti€p én van ban.
* Hoc sinh ¢6 thé nhin thdy
nhiing nhdn xét nay trudc
khi gido vién tra lai bai tdp.
7. Chon mii tén dé chuyén
dén hoc sinh tiép theo. Bai
tdp cla hoc sinh van chua
dugc gui tra lai.
(Tiép tuc & trang sau)

8. Khi hoan thanh, chon déng
bai lai bang cach chon biéu
tuong x dé quay lai danh sach
hoc sinh. Dung cac 6 lva chon
dé chon hoc sinh ban muén
trd bai, sau dé chon Quay tré
lai dé€ gui binh ludn va diém
cho hoc sinh.
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Tai liéu Hudng dan st dung Microsoft Teams

@ Phan hoi bai tap

B Advanced English 11 A > General - Prtvata
Comveersations  Fles  Class Mofebook  Assignments  Svllabus T o O
Shakespeare Sonnet B e Date

Fr ApraD, 2008 ab 1359 P

Annotation (0 e @ v ) e

o Mame » Student work Feedback J oo
[m} ﬁq Archie, Grady & Mot turned in =]

u] @ Atkire, Eleance @ Mot turmed in =

[m] ﬁ. Cattansn, Enmo @ Mot rurmed in =

=

Vi tri trén man hinh

13. SU DUNG FORMS DE GIAO BAI TAP
e Su dung Forms dé giao bai tap

B% Microsoft

9. N&u muén hoc sinh kiém
tra bai, gido vién can cho
phép ndép bai mudn. Bang
cach nay, chu ky bao céo sé
ti€p tuc.

S dung Forms dé giao bai tap cho hoc sinh rat don gian va mang lai nhitng dit
liéu, phan hoi rat tuyét vai. Hay clng tim hiéu vé cong cu thiét yéu nay!

g [
A

Thea Skt Sy v

Feriadic Tabls - Moble Gas e

B ostes Fractions
R

Vi tri trén man hinh

1. Trong Kénh chung
trong 16p hoc mudn
giao bai tap Forms,
chon Tao > Cau hoi
mgéi

2. Tim, chon Forms da
dugc tao san va click
Tiép theo
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Tai liéu Huéng dan st dung Microsoft Teams

@ Tao bai tap véi Forms

Al the quizies you create in Micront Foms o
R BEHETENL

- The Sedar Syiirn

5= Perocic Tabis - Hobis Gaues

" Rt

Bl Pesiene asd arca

Vi tri trén man hinh

@ Tao bai tap vaéi Forms

B8 Microsoft

3. Hoac, chon Forms
m@i & goc trén clia menu
réi chon Cau hoi mdi
hoac Biéu mau mdi.

@ Microsoft Forms x 4

& C Y & forms.offi ges/DesignP:

iMy form5§ Shared with me Group forms

O Search form title or owner name

)
G E"— - - -
New Form

Lam thé nao G mét s6 NOI DUNG ON TAP TOAN LOP 1
chét ran hoa tan nhanh NGAY 10.2 (Trang) (Trang)
@ han? (tiét 1) (Copy)
=+
New Quiz
\ J 6 Responses 0 Responses 1 Resp:

5. Ban sé dugc dua dén
Ung dung Forms trong
mot trinh duyét mang.
Tai d6, can sé thuc hién
cac budc nhu tao mot
Forms binh thudng.

6. Tao Cubc khao sat,
Tham do y kién, Bai ki€ém
tra véi Forms, tat ca sé
dudgc luu lai ty dong.

Vi tri trén man hinh
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Tai liéu Huéng dan st dung Microsoft Teams mm Microsoft
@ Tao bai tap véi Forms

7. Quay trd lai Teams, chon
Tao > Cau héi méi mét [an
n(ra, ban sé thdy Forms mdi
xudt hién trong menu.

8. Chon Forms do, click
Next, n6 sé trd thanh mot
bai tap. bién cac théng tin,
) R giao bai cho hoc sinh va chg

cac cau tra Igi dugc gui vé.
| =

Add the quirrss you oeate in Moot Forms o

“]E Parinihs Tabds - Koble Gages

EEE Parimee asd s

Vi tri trén man hinh
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