TRUONG PAI HOC HOA LU

Quy trinh va huéng dan dao tao trén
Microsoft Teams




QUY TRINH PAO TAO TREN
MICROSOFT TEAMS

I. POI VOI GIANG VIEN

- Budc 1: Truy cap vao Microsoft Teams vai tai khoan e-mail da dugc
cap trude day (E-mail dang: ho dém-viét tat, tén-viét du, vi du Pham Thi
Thanh = ptthanh@ms.hluv.edu.vn)

- Budc 2: Giang vién tao 16p hoc online trén Microsoft Teams vai tén
l6p theo quy tic: Tén_lép Tén _moén_hoe (Vi du: D12DL Tin hoc dai
cuong).

- Budc 3: Thém sinh vién vao 16p hoc online thong qua tai khoan sinh
vién. Tai khoan sinh vién dugc tao theo quy tac tén_lép_he dém(viét tat)-
tenSV@ms.hluv.edu.vn.

- Buoc 4: Thém 3 tai khoan cua truéong moén; phong DT:
daotao@ms.hluv.edu.vn va Phong CTSV
congtacsinhvien@ms.hluv.edu.vn vao 1op.

- Budc 5: Dua tai liéu 1én 16p hoc online.

- Budc 6: Giang bai truc tuyén théng qua tinh ning “Hop ngay”
(“Meet Now”) cuia Microsoft Teams theo dung thoi gian trén Thoi khéa
biéu. Giang vién cd thé giang bai tai nha hoac dén truong.

- Budc 7: Giao bai tap cho sinh vién thong qua tinh nang “Bai tap”
(“Assignment”).

11. POI VOI SINH VIEN

Sau khi Giang vién thuc hién xong Budc 3 & Muc |, sinh vién thyuc hién cac
budc sau:

- Budc 1: Truy cap vao Microsoft Teams véi tai khoan e-mail HLUV da
duoc cap (E-mail dang: tén_lép_ho_dém(viét tat)-tenSV@ms.hluv.edu.vn. Vi
du sinh vién tén Nguydn Manh Tuan hoc I6p D12DL s& c6 email:
d12dIinmtuan@ms.hluv.edu.vn)

- Buéc 2: VAo 16p hoc tuong tng véi Thai khoa biéu.

- Budce 3: Doc tai liéu Giang vién da dua 1én.


mailto:daotao@ms.hluv.edu.vn

- Buéc 4: Tham duy bai giang truc tuyén thong qua tinh ning “Hop ngay”
(“Meet Now”) ciia Microsoft Teams theo dang thoi gian trén Thai khoa biéu.

- Budc 5: Lam céc bai tap Giang vién giao thong qua tinh nang “Bai tip”
(“Assignment”).

111. POI VOI CAN BO QUAN LY

Sau khi Giang vién thuc hién xong Budc 4 & Muc |, Phong Pao tao va
QLKH, phong CTSV thuc hién cac budc sau:

- Budc 1: Truy cap vao Microsoft Teams véi tai khoan e-mail MS.HLUV da
duoc cap 1a daotao@ms.hluv.edu.vn va congtacsinhvien@ms.hluv.edu.vn vao
|6p. Trudng mdn truy cap theo tai khoan ca nhan da duoc cap.

- Budéc 2: Vao céc 16p hoc twong tng véi Thoi khda biéu dé kiém tra viéc
giang day va hoc tap cua giang vién va sinh vién.


mailto:daotao@ms.hluv.edu.vn

HUONG DAN SU DUNG MICROSOFT TEAMS
* Mot so yéu cau dé tham gia MS OFFICE 365 TEAMS:

- Giang vién va Sinh vién c6 thé sir dung MS OFFICE 365 Team trén cé4c
nén tang Windows, Mac OS, Android, iOS hoic chay truc tiép trén Website.

- Giang vién va sinh vién phai kich hoat tai khoan MS OFFICE 365 do Bo
mén Tin hoc cap. Lién hé: ptthanh@hluv.edu.vn ; DT: 0983597981 khi gap van
dé vé tai khoan.
|. POI VOI GIANG VIEN

I.1. Pang nhap

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

+ Nhap tai khoan (Account), mat khau (Password) va nhan Pang nhap
(Sign in).

1.2. Tao 16p hoc
Microsoft Teams c6 2 phién ban: giao dién tiéng Anh va giao dién tiéng Viét.
Ban hudng dan nay dung giao dién tiéng Anh va s& chd thich giao dién tiéng
Viét tuong tng.
Giao dién chinh sau khi dang nhap:

A *‘aﬂ Microsoft Office Hon X & Microsoft Teams X B M Experts viet Nan X | '€ NGUON TULIEL: M X + SN = .4

m@ & c @ teams.microsoft.com/_#/school//?ctx=teamsGrid ﬁ @ i} e i
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= Search or type a command
Teams Y = 5" Join or create team

C25TA UDCNTT DH Tiéng
Anh

Giang vién Tin hoc C26MN Tin hoc dai cuang




A A - Y © & Joinorcreate team Ho = C &5' Tham gia hoac tao nhém
Nhanvao nut a

& goc trén bén

phai cua giao di¢n chinh, sau do
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= Join or create a team Search teams Q,
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Teams . =i= ™
il B . . .
e Create a team Join a team with a code Truéng Dai hoc Hoa Luw
Public
a . . . Enter code
@ E Cac giang vién truging Dai hoc Hoa Lu
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GIANG VIEN TIN HOC
Public

Test team bd mén tin hoc

Chon Class (Lép hoc), sau d6 nhap tén I6p va md ta van tit théng tin caa lop
(néu can) va nhan Next (Tiép theo).

Select a team type
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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

Web Ngii nghia @

Description {optional)

Create a leam using an existing team as a template

|.3. Thém sinh vién vao 16p hoc

Giang vién tai danh sach 16p tir website dao tao, copy & paste ma sinh vién
va nhan Add (Thém) dé thém sinh vién vao Iop hoc. Lap lai cho dén hét danh
sach.

Add members to C26MN Tin hoc dai cuong

Students  Teachers

HN  Hoang Thi Thanh Nhan x “

Close




- C6 thé x0a sinh vién bang cach nhan vao nt

Add members to C26MN Tin hoc dai cuong

Students  Teachers

Search for students

Dao Thi Trang
21 C26MMNDTTRANG <

py Pinh Thi Thu Huyén %
C26MNDTTHUYEN

D4 Thi Phuang
OF C26MNDTPHUONG <

D& Thi Linh
il CZ6MMNDTLINH .

Close

Sau khi nhap xong danh sé&ch sinh vién thi nhan nat Close. Giao dién sau khi
nhap xong danh s&ch sinh vién caa I16p nhu sau:
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Upload Class Materials

Set up Class Notebook

Start a new conversation, Type @ to mention someone.

A ¢ @ @ B O o> g - =2

Tab Posts (Bai dang): dung dé dang bai va tuong tac véi sinh vién.



Tab File (Tép): upload hoac download file tai liéu.
Tab Class Notebook: s6 tay giéo vién.
Tab Assignment (Bai tap): giao vién soan bai tap giao cho sinh vién.
Tab Grade: gido vién cham bai tap va tra diém cho sinh vién.
1.4. Tai tai liéu 1én 16p hoc
Tai giao dién cua tab Posts: chon Upload Class Material (Tai 1én tai liéu lop

hoc)

I‘@U Microsoft Office Hor X @i General (C26MN Tin X [l MIE Experts viet Nan X |'€ NGUONTU LEU: M X + < =slFhss
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&

EA Search or type a command
0]

-%r < All teams cT  General Posts Files 3more~ 4+ @ Team
= |
+ Chat CT Class Notebook
ase Assignments
u ..'
Teams -
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| Upload Class Materials |

Set up Class Notebook

Start a new conversation. Type @ to mention someone.

3l AN COBE G B g e B>




Chon Upload (Tai Ién):

ma Microsoft Office Hor X @i General (C26MN Tin X [] MIE Experts viet Nan X |'€ NGUONTU LEU:MI X + —

& c @ teams.microsoft.com/_#/school/files/19:38cdc833e9254471b98def97186c3f16@thread.ta... 1‘} @ (D)
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B¥ Dioteo quavideo vE.. BB Tro gilp va 630 tao vé.. € NGUDN TU LIEU: MIC..

° ; < All teams €T General Posts Files Class Notebook 2more v e

+ New v 2 Sync @ Copylink -+ = All Documents

+ CT

s from your computer to this location h

General

Teams

C26MN Tin hoc dai cuo...

li E D Name Madified | Madified By
General . Tai ligu Idp hoc Pham Than
3

Chon duong dan dén file can tai 18n va nhan Open (M&)

m 0 Microsoft Office Hor X i General (C26MN Tin X [ MIE Experts Viet Nar X |[*@ NGUON TU LIBU: 1 X + = =13 =R

eams.microsoft.com/_#/school/files/19:38cdc833e9e54471 ef97186c3fl6@thread.ta... i
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° < All teams €T General Posts Files Class Notebook 2 more ~ -+ 7
+ CT + New v T Upload ~ Za Sync @ Copylink  --- = All Documents
L= ] 52
C26MN Tin hoc dai cuo. | «« DATA(E) » GIAOAN » TINDC » - | #4  Search TIN DE o
Organize v Mew folder == w
General 9 0o e
= Name Date modified Type o
=5 Libraries 55 10 BAI TAP EXCEL NANG CAO.zip 28/10/2017 20:55 PM WInRAR ZIP archive
[ Documents 8 20 5AI TAP EXCEL CO BAN.zip 28/10/2017 20:54 PM  WInRAR ZIP archive
&' Music 108 CAU HOI TRAC NGHIEM.doc 12/10/2018 20:46 PM  Microsoft Word 97
[ Pictures | Bai 5.ppt 21/10/2017 18:15PM  Microsoft PowerPoi 2
B videos [l Bai 6.ppt 2171042017 18:15 PM  Microsoft PowerPoi
bai bao - ban Tho.doox 19/10/2017 9:34 AM  Microsoft Word Do
+& Homegroup ¢ bai bao -dinh dang.doox 19/10/2017 9:55 AM  Microsoft Word Do
E‘E bai bac khoa hoc.pdf 19/10/2017 %:17 AM Foxit Phantom Do,
8 Computer B bai tap excel.xls 4/12/2019 10:11 AM  Microsoft Excel 97-,
&, Windows7 (C) W) Bai_Giang_Word2010_L1.doc 19/10/2017 8:45 AM  Microsoft Word 97
u HE THONG CU ([ B bai_thuc_hanh_excel_6527.xls 28/10/2017 20:56 PM  Microsoft Excel 97-,
= DATA (E3 [E] baid.ppt 3/12/2019 8:45 AM Microsoft PowerPoi
. SETUP (F) 5] baid.pptx 4/12/2019 10:11 AM  Microsoft PowerPoil +
B oD Drive tHA = § < >
File name: - All Files (**) -
Open Cancel




1.5. Gidng bai truc tuyén

Click dup vao Nhom (1) > Click vao mét 16p hoc dé mo. Tai cira s6 Bai dang
(2) > Chon Hop ngay (Meet now) (3) dé bat dau giang truc tuyén.

# mn Microsoft Office Hon X @8 General (C26MN Tin - X ] MIE Experts vigt Nar X | '€ NGUON TU LIEU: Mi X + e T
(0] & &) @ teams.microsoft.com/_#/school/conversations/General?threadld=19:38cdc833e%e54471b... 1% @ ki e i
@ HE Apps @ Suggested Stes @ HOU - Central Authen.. mE Diotsoquavideovi. Rm Tro gilipvé diotaové. € NGUON TULEU: MIC...

Ao

3more v+

UpIUau wiaas iviacci ians

Set up Class Notebook

Pham Thanh &:00 PM
Chao mimg cac em sinh vién dén vdi Idp hoc.

PT

< Reply

Pham Thanh &:01 PM
C& g tai liéu cho cac em.

PT

' Reply
Pham Thanh &:02 FM

PT

word co ban.pptx
=1 C26MN Tin hoc dai cuang > General

« Reply
Start a new conversation. Type @ to mention someone. -
b ¢ O @ |@ Sy |a =

_

Nhap vao théng tin cua phién giang truc tuyén (1) > Click Hop ngay (2) dé bat dau
I&n l6p.

Gi4o vién co thé bat/tat camera va chi dé cho viéc trinh chiéu sau nay (3),
cling c6 thé Ién lich giang day "Lén lich cugc hop™ (4).

Thong thuong gido vién sé 1én lich giang day theo lich trong thoi khda biéu,
sau khi 1&n lich, céc sinh vién caa I6p hoc s& nhan dugc thong bao dé tham gia
ding gio.
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Q&ccﬁ"c Q) Microsoft Office Hor X & General (c26MN @ X [E§ MIE Experts Viet Nar X | '€ NGUON TU LIEU: M1 X + £ =g

€ C @ teamsmicrosoftcom/_#/school/conversations/General?threadld=19:38cdc833e9e5.. WM vy Q@ ! e

i Apps @ SuggestedSites @ HOU - Central Authen.. B Daoteoquavideové. mE Tro gilip va Gdo taové.. “€ NGUON TU LIEU: MIC..

4 Search or type a command

< All teams cT General Posts Files 3morev -+ © Team

© & &

0

+

CcT

Pham Thanh 6:03 PM
PT

% word co ban.pptx

C26MIN Tin hQC dai CUG... *** o | C26MN Tin hoc dai cuong > General

<« Reply
General

Bd 1:Word co béd

V.eet now

B¢ On ¢ OF ) € 1 adu)z a meeting

Sau khi nhan nt Meeting now (Hop ngay) ta c6 giao dién cua phién giang
truc tuyén gom cac nat Iénh

Tim kiém hoac gob l1énh

Hoat déng

Tro chuyén

L)
ugs
Nhém

03:20

Trg gitip
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Pé trinh chiéu PowerPoint, gi4o vién chon chirc niang Chia sé (4)

Sau khi nhan ndt Share - chia sé (1) > Xuat hién cac ngudn dé giéo vién chon:
Screen Share - Man hinh (2) s€ chia sé toan bd man hinh, moi thao tac trén may
tinh cua gi4o vién s& duoc tat ca sinh vién tham gia xem dugc; Windows-Ctra s6
(3) 1a nhiing ctra s6 dang mo & trén may tinh ma gido vién muén chia s¢, hay chon
mét ctra s6 dé chia sé néu muén; PowerPoint (4) 1a danh sach céc file PowerPoint
c6 san & thu muc goc cua OneDrive, hdy chon mét file dé trinh chiéu néu muén;
Duyét (5) dung dé duyét qua cac tai liéu bao gdom Duyét nhém va kénh dé chon
mot file PowerPoint trong hoc liéu caa mon hoc dé trinh chiéu, hoac duyét qua
OneDrive hay Tai file PowerPoint 1&n tir may tinh 1&n 16p hoc dé trinh chiéu;
Whiteboard - Bang trang (6) s& gilp gi&o vién chia sé bang trang dé viét nhu viét
bang & trén lop.

Tim kiém hoac g6 Iénh

Hoat dong

= | 19:50 P
Trd chuyén

ugs
" Nhém

Man hinh PowerPoint Duyét Bang trdng

Presentation1.pptx Microsoft Whiteboard

B

Ung dung

® Hudng dan sif dung Mi... Freehand cua InVision
Trg gitp

Giao dién hién thi cac nguén ding cho chia sé
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Chon Browse - Duyét > Duyét nhém va kénh > Tim dén file PowerPoint >
Upload file dé trinh chiéu.

Q) Microsoft Office Hor X i Microsoft Teams @ X [ (1) MIE Experts Viet | X |'€ NGUON TU LIEU: MI X + £ = glhss

"= Q *" o e 6 i

I Apps @ Suggested Sites {§§ HOU - Central Authen.. @ Diotao quavideovE.. @@ Tro giipva 630 tao vé.. € NGUON TULIEU: MIC...

C @ teams.microsoft.com/_#/calling/19:38cdc833e9e54471b98def97186¢c3f16

Choose an upload location
.
ﬁ General

B Tai liéu 16p hoc
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Giang vién str dung phim miii tén trén ban phim / click biéu twong miii tén
trén man hinh dé di chuyén qua lai giita cc slide (1). GV c6 thé ngan khong cho
sinh vién tu y di chuyén cac slide khi GV dang trinh chiéu (2). GV két thic trinh
chiéu (3).

) Microsoft Office Hor X i@ Microsoft Teams @ X [ Tuyétdanhintinee X |'€ NGUONTU LEU: M X + £ =olEg R

@ < (@] @ teams.microsoft.com/_#/calling/19:38cdc833e9e54471b98def97186c3f16@th. M Q % @ O; e
i Apps @ SuggestedSites {§§ HOU - Central Authen.. @B DiotzoquavideovE. @@ Tro gilip va 630 t20 vé.. € NGUON TU LIEU: MIC...
@
2 Microsoft Teams 4 Search or type a command
BAI 5. BIEU PO VA DO THI

+
o
E
(A

08:14 [ [

Giao dién khi dang giang trwc tuyén véi Slide PowerPoint
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1.6. Soan bai tap cho 1é6p hoc
Chon tab Assignment (Bai tap), chon Create:

"j‘ @ 0 Microsoft Office Home x % General (C26MN Tin hoc dai cu X H (2) Facebook X + = =1 TS
(O] < @] @ teams.microsoft.com/_#/school/classroom/General?threadld=19:38cdc833e9... WM Q ﬁ @ H e i
@ I Apps e Suggested Sites @ HOU - Central Authen... =. Do tao qua video vE... =- Trg gidp va ddo tac vé.. ('3 MNGUON TU LIEU: MIC...

2 Microsoft Teams £ Search or type a command
° < Allteams @) General Posts Files Class Notebook Assignments Grades ? O

‘ Upcoming

C26MN Tin hoc dai cug... ***
General )
|

Assignment

n't you just love a blank slate?
Quiz eate your first assignment here.

From existing

Giang vién chon 1 trong 2 dang bai tap: tu luan (Assignment) hoic trac
nghiém (Quiz), sau d6 soan nodi dung bai tap truc tiép trén MS Office365 Teams.

1.7. Cham diém bai tap

Déi véi bai tap tric nghiém, diém cua sinh vién s& dugc cham ty dong bang
phan mém MS Teams. COn véi bai tap ty luan, giang vién chon tab “Grades” dé
nhap diém cho ting sinh vién.

1. POI VOI SINH VIEN

11.1. Pang nhap

+ Truy cap vao dia chi https://teams.microsoft.com bing trinh duyét web, hoac
ma& phan mém Microsoft Teams trén cac nén tang Windows, Mac OS, Android,
i0S.
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+ Nhap tai khoan (Account), mat khau (Password) va nhan Bang nhap (Sign
in).

11.2. Tham gia 16p hoc

Sau khi dang nhap thanh cong, sinh vién s& thay céac 16p hoc cua minh (véi
diéu kién 1a cc giang vién da tao xong 16p va thém sinh vién vao 16p).

Click chudt vao tén 16p dé tham gia vao 16p, giao dién s& hién thi nhu sau:

. @ General (C25TAUDCNTTDH T X [ (3) Facebook X + e =ol=Elh®R
[ c @ teamsmicrosoft.com/ #/school/conversations/General?’threadld=19:becb0db... o= @ ¢ @ H (2]

P55 Apps @ Suggested Sites ff HOU - Central Authen.. B Diotzo quavideovi.. e Tro giip va ddo tsové.. € NGUON TULIEU: MIC.

Microsoft Teams “ Sl

]
8
@ HH
)

< Alteams - General IPosts Files Class Notebook Assignments 1 more I @ Team

C25TA UDCNTT DH Tig... -
Welcome to C25TA UDCNTT DH Tiéng Anh

Try @mentioning the class name or student names to start a conversation.

N
B

General

Bai 1. Téng quan vé UD CNTT tron...

& Pham Thanh has added Sv 1 to the team
Pham Thanh ‘Yesterday &:34 AM

PT_;_ Chao mimg cac em sinh vién dén vdi I6p hoc

Start a new conversation. Type @ to mention somecne.

b ¢ © @ @ B> g B

Tab Posts (Pang bai): dung dé ding bai va twong tac véi giang vién.
Tab File (Tép): upload hoac download file tai liéu.

Tab Class Notebook: s6 tay gi&o vién.

Tab Assignment (Bai tap): lam bai tap giang vién giao

Tab Grade: Xem diém cua minh.
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11.3. Ti bai gidng va tai liéu tham khao

Chon tab File, chon file muén tai, nhan chuét phai va chon download:

(AN et =erel @ General (C25TA UDENTTDH T X [ (3) Facebook X + £ olF =
(O] < @] @ teams.microsoft.com/_#/school/files/General?threadld=19:becb0db5ac80495... O= Q 1‘} 9 D e i
@ = Apps e Suggested Sites G HOU - Central Authen... =. Do tao qua video vE... =- Trg gidp va ddo tac vé.. (’3 MNGUON TU LIEU: MIC...

2 Microsoft Teams £ Search or type a command

< Al teams . General Posts Files Class Notebook Assignments Grades e

@ Open % Copylink & Downlead - < 1selected = All Documents
General
C25TA UDCNTT DH Tig&... -
(] 0 MName Modified | ~ Medified By ~
General
B ! - -
Bai 1. Téng quan vé UD CNTT tron... Qo B '\Teach\ng English with tecnoloay Ch 1. - A few seconds ago thao sv
Open >
Copy link
Delete
Pin to top
Rename

Open in SharePoint
Move
Copy

More >




I1.4. Tham dw bai gidng truc tuyén
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Khi giang vién bat d¢au bai giang truc tuyén, sinh vién s& nhin thay nhu trong
hinh dudi day. Sinh vién click vao bai giang truc tuyén va nhan nat “Tham gia”
(“Join”) dé truy cap vao phong giang bai truc tuyén do giang vién tao ra.

@cﬁ'c ool @ B3I 1. Tangquanva D cNTT+ X [ (3) Facebook X + =l
O [ c @ teamsmicrosoft.com/ #/school/conversations/Bai%201.%20T8ng%20quan%2... o= @ ¢ @ ) e i
& P55 Apps @ Suggested Sites ff HOU - Central Authen.. B Diotzo quavideovi.. e Tro giip va ddo tsové.. € NGUON TULIEU: MIC.

) Microsoft Teams ¢ e
Ly
< Allteams - Bai 1. T6ng quan v& U... Posts Files Notes ® Team
¢ Reply
oday
=1} Meeting ended: 2m 23s "
C25TA UDCNTT DH Tig... - & Regy
General PT Pham Thanh 11:07 Al
Bai 1. Téng quan vé UD CNTT trong d... Scheduled a meeting
g (otie
Thursday, March 15, 2020 @ 1120 AM
D4 Meeting ended: 2m 42s
¢« Reply
Lastread ——  —
PEHDO8| -

Pham Thanh 11:13 AM

PT,E:, Scheduled a meeting

1
ﬂ Thursday, March 19, 2020 @ 11:15 AM

Click to see details of this meeting

0

Start a new conversation. Type @ to mention somecne.

PV & B T R R =
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11.5. Lam bai tap

Chon tab Assignment (Bai tap), chon bai tap can lam, sau khi 1am xong thi
nhan n(t Submit

js_ﬂi General (C25TAUDCNTTDH T X [ (3) Facebook X + T
| < C @ teamsmicrosoft.com/ #/school/classroom/General?threadld=19:becbOdb5ac.. o @ 1w @ ) e I
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11.6. Xem diém bai tip

Sinh vién chon tab “Grades” dé xem diém cac bai tap ctia minh. Di véi bai
tap trac nghiém, diém s& dugc cham tu dong bang phan mém. Con ddi véi bai tap
tu luan, diém sé& hién thi sau khi giang vién cham bai xong.
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111. POI VOI CAN BQ QUAN LY

I11.1. Pang nhap

+ Truy cap vao dia chi https://teams.microsoft.com bang trinh duyét web, hoac
md& phan mém Microsoft Teams trén céc nén tang Windows, Mac OS, Android,
10S.
+ Nhap tai khoan (Account); mat khau (Password) da duoc cip va nhan

Dang nhap (Sign in).
111.2. Kiém tra 16p hoc

Sau khi ddng nhap thanh cong, Can bo quan ly s& thay céc 16p hoc cua toan
truong (voi diéu kién 1a cac giang vién da tao xong 16p).

Click chudt vao tén 16p dé tham gia vao 16p.

Can bo quan ly kiém tra cac muc Files (Tép), Bai tap va co thé tham gia vao
cac phién giang bai truc tuyén qua “Meet Now” (“Hop ngay”) cuia giang vién dé
guan sat.



