TRUONG THCS NAM TU LIEM HUONG DAN GIAO VIEN SU DUNG MS TEAMS

TAI LIEU HUONG DAN SU DUNG MICROSOFT TEAMS
DANH CHO GIAO VIEN

1. Giéi thiéu chung vé Microsoft Teams:
Microsoft Teams 1a mot ing dung hd tro hoan hao cho cac cudc tro chuyén, l6p

hoc online, cic cudc hop video, luu trit tép va tich hop tng dung. Teams bao gdm video
call, chia sé file, va tich hop duoc cac add on dé phu hop véi tat ca loai hinh cong tac

trong cong viéc.

Microsoft Teams duogc thiét ké cho cac nhom tuwong tic cao, phdi hop chit ché véi
nhau dé hoan thanh coéng viéc. Sau khi 1am theo cac huéng dan trong tai liéu nay céc

can bg Gido vién cua Nha trueong s€ thuc hién duoc:

* Quan ly cac 16p hoc theo Microsoft Teams

« Tao dugc cac nhom cong viée dé quan 1y (néu can thiét)
2. Huéng din Download va Ding nhip tai khoan:

2.1. Huéng din Download:

Link Downloat{: https‘://tez‘lms.microsoft.com/downloads
Vao link trén dé tai phan mém vé may tinh

i@ Tai Microsoft Teams xugng Thiet X 4 = X
< <] @ teams.microsoft.com/downloads ¥ o H
! Ungdung M Gmail B YouTube B Maps [ VietsubHaCanhN.. () Microsoft Office Ho.. I Microsoft Forms @) GDET-Séghidid..  ® THITRUCTUYEN @ Hudng din st dun..

Teams trén may tinh cua ban. Gid con t6t hon.

Tuy chon khac

6:06 PM
16/3/2020 E1'

N % VE



TRUONG THCS NAM TU LIEM HUONG DAN GIAO VIEN SU DUNG MS TEAMS

M¢ phan mém vira tai vé = Chon Run dé tién hanh cai dat phan mém trén may tinh.

@ Tdi Microsoft Teams xudng Thigt X + =
« C @ temsmicrosoft.com/downloads w @
I Ungdung M Gmail @B YouTube B¥ Maps [ Vietsub Ha ) Microsoft Office Ho... Ij Microsoft Forms @) GDBT - 58 ghi dié... & THITRUCTUYEN @ Hudng dan st dun.
A e P
Teams tré;,. oo i tot hon.
Do you want to run this file?
Type: Application
From: C\Users\Admin\Downloads\Teams_windows_x64 (3).exe
[ Aways ask before opening this file
‘ While files from the Internet can be useful, this file type can potentially
l‘” harm your computer. Only run P e T publishers you trust.
v What's the risk?
.
Hién thi tt X

B Teams windows x..exe A

. G09PM
% VE 632020 E.'

2.2. Dang nhdp tai khoadn trén Microsoft Teams:
Tt ca nguoi dung trong hé thong s& duoc Trudng cap tai khoan:

D61 voi Gido vién nha truong:

- Tén dang nhép la username
- Mat khau khoi tao ban dau s€ la: THCSNTL@2020

+ Trong lan dang nhap dau tién, quy thay/co s& phai tién hanh doi lai mat khau email:
Nhap Mait khau khéi tao ban dau: THCSNTL@2020 - Mat khiu méi > Xac nhin
lai Mat khdu méi > Sign in dé két thuc qua trinh d6i mat khau tai khoan.

+ Trong truong hop lan dang nhap dau tién chua d6i mat khau thi thdy cb vao trang
https://office.com/ dang nhap tai khoan ctia minh - Chon Trinh quan ly tai khoan -
Xem tai khoan

Luru y: Mt khau méi sé la 8 ky tw bao gom cd chit hoa, chiv thuwong, sé va

ky tw dic bigt.
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0 Microsaft Office Home X [ Tikhodn clia t6i x| + = X

<« (&} @ office.com/7aut

? Ungdung ™ Gmail @B YouTube B¥ Maps [ Vietsub Hz CanhN.. J Microsoft Office Ho.. Igj Microsoft Forms @) GDBT - 58 ghi dié. & THITRUCTUYEN @ Hudng dan st dun.

H i:ii /o B [;: @ ?

MS Edu Bang xudt

Xin chao
Pham Thu Huong

{ 3 huongpt. THCSNTL@msedu.e.
+ & e @ & $ ®W S & | PH/ .

Bat d3u néi

dung méi Outloock OneDrive Word Excel PowerPoint OneNote SharePoint Teams -
H
Forms Tétd;éng”g
Ganddy Daghim Bugc chia sé vdi tdi Khém pha T Tailén va md... =
E:‘ Chua c6 tén 9thg 3 Chiban
Ej Bai kiém tra 15 phdt 9thg 3 Chitan

X

£ Nhom: Ly Nam DE mei
> MNguyén Thanh Loan: Hoa dep qu...

Kéo tép vao day 3€ tai [&n va m&

Thay/ c6 chon Biao mit & quyén riéng tw > Chon Mat khau dé tién hanh d6i mat khau

0 Microsaft Office Home X ] Teikhodn clia t6i x R - X
<« C @ portaloffice.com/account/?ref=MeControl&login_hint=huongpt THCSNTL340msedu.eduvn#security % @
? Ungdung ™ Gmail @B YouTube B¥ Maps [ Vietsub Hz CanhN.. J Microsoft Office Ho.. Igj Microsoft Forms @) GDBT - 58 ghi dié. & THITRUCTUYEN @ Hudng dan st dun.

282

Bao mat & quyén riéng tu
Tai khoan cla t8i
Mat khiu

Thang tin ¢a nhan Thay ddi mt khdu cda ban,

Tuy chon lién hé
Qudn I céch thic v If do ban dugc lién he.

bing ky

Bao mat & quyén riéng
w

quyén riéng tu ctia Microsoft
V& quyEn riéng tu cdia Microsoft

Quyén ting dung

i
2
=|
Q,
A
¥

Ung dung & thiét bj

Céng cu & phan bé trg

3. Sir dung phin mém Microsoft Teams:
3.1. Tao cdc lop hoc
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- Chon Nhém -> Tham gia hoidc tao nhoém.Tai diy quy thay/co c6 thé tao nhom
cua minh, hoac khdm pha cic nhém hién co.

[ Tim ki€m hoZc g 1énh

Nhém

Y & 2" Tham gia hodc tao nhém
Nhém céia ban
m
Demo MS Team Héi dong su’fham Nam Tir
Liém
i ] ﬂ 9 g WA e @i MEwD 2 vi °

“ Tim kiém hoiic gé lénh e o

< Quay lai

Tham gia hoac tao nhom

-t

Tao nhém Tham gia nhém bang ma MSEDU Deme Ms Team

Cang khai Céng khai
000
crosoft Education crosoft Education
ot - Nhéan ma
25 Tao nhom

Tim kiém nhém Q

VN MIE EXPERT team_group HLU_Nhém 2 DongKinh_G3
Céng khai Céng khai Céng khai Céng khai
N MIE EXPERT o H m
o ’ et 602 PM
i |mAa e g 3 BiEvaiBE@m0 g VE oy B
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Chon Lép hoc

Chon loai nhém

S G W

Lép hoc Cong dong hoc tap Nhan vién Khac

Thao luén, du 4n nhém, bai tap chuyén nghiép (PLC) Quén tri v phat trién trrdng hoc Cau lac b, nhém nghién clu,
Nhém lim viée cla gidng hoat déng sau gids hoc
vién

Quy thay/co dat Tén cho Lép hoc ctia minh (phan mo ta ¢ thé ghi hoic khong) = Tiép
theo. VD: Lop 8A7 — truong THCS Nam Tir Liém

Tao nhém cda ban

Gido vién 13 chi s hifu cda nhém I8p hoc vé hoc vién tham gia vdi tu cdch 13 thanh vién. M&i nhom
16p hoc cho phép ban tac cic bai tap, bai kiém tra, ghi lai  ki€n phan hdi cia hoc vién va cung cdp
cho hoc vién khéng gian riéng tu d€ ghi chi trong 56 tay Iép hoc.

Tén

Lép 8A7 - Trudng THCS Nam T Liém

M t4 (tly chon)

Tao nhém bing cach st dung nhém hién tai lam méau
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Sau khi tao xong Lép hoc/Class, thiy ¢ co thé thém hoc sinh/ gido vién b mén vao

muc dudi nay, hodc c6 thé Bé qua/ Skip

Thém ngudi vao "Lép 8AT - Trudng THCS Nam Tir Liém"

Hocvién  Gido vién

Tim kiém hoc vién

Bat dau nhéap tén d€ lva chon nhém, danh sach phan phéi hay ngudi tai trudng hoc cda ban.

I ME =D 7 vE

Sau khi quy thay/co da hoan tit viéc thém cac thanh vién, hiy chon Thém -> Péng

Sau khi tao xong nhém cho 16p, gido vién c6 thé Tai Ién tai liéu 16p hoc va Thiét lap sb
tay 16p hoc trén kénh Chung (General) hodc chuyén tai liéu theo cac kénh trao d6i. Tai
day, quy thay/co s& chuyén tai liéu theo cac kénh dugc thiét ké dé hoc sinh tién theo ddi
va trao d6i.Theo mic dinh, mdi nhom c6 mot kénh Chung, day la kénh hiéu qua dé sur

dung cho cac théng bao va thong tin ma ca nhom can. Dé thém nhiéu kénh:

Tim kiém hoac gé 1énh

< Tat ca cac nhém Chung Baiding Tép Class Notebook Baitdp Grades -+

Lép 8A7 - Truéng THCS Na... -
Chao mirng ban dén véi Lép 8A7 - Trudng THCS Nam Tir Liém

Chung ; e
Chon ngi ban muén bét dau

by

Tai lén tai liéu 16p hoc Thiét I3p 3 tay I6p hoc

23 Pham Thu Huong di thay déi mé t3 nhém

BAt d3u cudc héi thoai méi. Nhap @ @€ d& cap dén mét ngudi nac do

A ¢ Q @ B B ] o
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Xac dinh ké hoach gidng day va tao kénh cho Lép hoc

Gi4o vién s& tao kénh sau khi xac dinh ludng cong viéc can thiét cho 16p hoc nay. Kénh
giap td chirc cude tro chuyén, ndi dung va cong cu cia nhom xoay quanh mot chu dé cu
thé. C6 thé t6 chtrc kénh, chang han nhu theo chu d& (su kién), nguyén tic (thiét ké), du
an (trién khai) hodc giai tri (ndi dung giai trf). Gido vién (Chil s¢ hitu nhom) ¢ thé tao
kénh va cho phép tro giang tao kénh khi can. Trong truong hop ndy, Trung tAm tao cac
kénh theo cac tudn hoc nhu sau:

« Chuong 1. Tong quan
* Chuong 2:

« Kiém tra danh gia

Pé tao kénh ta nhip chudt vao diu ... bén phai tén ciia Nhém va chon Thém Kénh

“ Tim kiém hoiic gé lénh e o
< T4t ca cdc nhém Chung Baiding Tép Class Notebook Baitap Grades —+ @ Nhom

Lép 8A7 - Truéng THCS Na... -
» mirng ban dén véi L6p 8A7 - Trudng THCS Nam Tir Liém

= %38 Xem nhém
ung - e i
& Them kenh Chon nai ban mudn bat ddu
ﬁ; Thém thanh vién
€ R&i khdi nhom .
||
& Chinh sita nhém i &
g {
@ Nhan lién két d€n nhém d ‘!J\ i ri"
& Quénly thé
& X6anhém Tai lén tai liéu I6p hoc Thiét 1ap s6 tay 16p hoc
%85 Pham Thu Huong d2 thay ddi mé t2 nhém.
BAt d3u cudc héi thoai mdi. Nhap @ d€ &8 cap dén mét ngudi ndo dé.
A ¢ QM B > @ - B
s C F i 6 M
i ] ﬂ 9 15 E L 3 Bow z ve 16/3/2020 B

Luu y: Quy théy/cé tich vao 6 Tw dng hién thi kénh nay trong danh sach kénh ciia
moi nguwoi dé kénh tao ra s¢ dugc hién thi san trén danh sach kénh cua cac thanh vién
trong 16p.
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TRUONG THCS NAM TU LIEM

Tao kénh cho nhém "Lép 8A7 - Trudng THCS Nam Tir Liém"
Tén kénh

Mén Toan

M6 ta (tly chon)

Giup nhitng ngudi khac tim thiy dung kénh bang cich cung cip md t3

Quyén riéng tu

Tiéu chudn - Hién thi vdi t&t cd moi ngudi trong nhom

T déng hién thi kénh néy trong danh sich kénh cla moi ngudi

Hay

4 Tim ki€m hodc g6 Iénh

< Tétca cdc nhém Mé6n Toan Baiding Tép Ghichi —+ @ Nhém  »+*

LT

Lép 8A7 - Truéng THCS Na...

Chung @

Mén Toan
| .
Chao mirng dén véi l6p hoc!
Hay thir @&E cip dén tén Idp hodr ** A~ 42 bit du mét cude hdi thoai.
7@ Pham Thu Huong thist 13p kenh n2y &€ dugc ty déng hidn thi trong danh sach kénh.
BAt d3u cudc héi thoai mdi. Nhap @ d€ &8 cap dén mét ngudi ndo dé.
A @ @ B B d @ e B
o Ll B & 5 ¥ A @@t BE oD
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D¢ thém tai li€u theo cac kénh. Giao vién nhap chudt vao kénh tuong ting va chon muc

Tép, chon muc Méi 2 Thw muc dé tao thu muc chira tai liéu

< T4t ca cic nhém Mén Toan Biiding Tép Ghichu

20 Thu muc
Lép 8A7 - Truéng THCS Na... -
) Tai liéu Word
o Bastaddi L Ngusi Sira @6
Chung B 58 lam viéc Excel
Mén Todn @] Ban trinh bay PowerPoint
B 58 tay OneNote
@Y Forms danh cho Excel
Keo tép
- i ‘ = IR &
o ma e % @ @i atBEDY 7z vE

bat tén cho Thw muc = kich chuét trai vao Tao

Tao thw muc

Bai Tap

4 Tim ki€m hodc g6 Iénh @ —

+ Méi v T Tiilén @ Saochéplienkét | Taixudng {- Thém dung lugng luu trif ddm may -+ = TatcaTailieu
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Nhép‘ chudt vao thu myc chira tai licu dé chuyén dén thu muc nay, sau d6 chon nat Tai
Ién dé day tai liéu hoac kéo tai liéu truc ti€p tir Windows vao Microsoft Teams.

4 Tim ki€m hodc g6 Iénh @ —
< Tétca cic nhém Mén Todn Biiding Tép Ghichu —+ e
+ Méi ~ T Tiilen <@ Saochéplienkét | Tdixudng -+ Thém dung ludng luu trif ddm may --- = T&tca Tailieu* v
Mén Todn

Lép 8A7 - Truéng THCS Na... -

[ Tenw Basladdi L v Ngudi Sira ai
Chung

Ty -
Mon Toan 0E “KIEM TRA 1 TIET.docx Vai gidy trudc Pham Thu Huong

i ™ ﬂ ® og B§A an s @a3sPEEoOW 2 vE

3.2. Thém hoc sinh vao Lop hoc

Tai budc ndy, gido vién xac dinh nhitng thanh vién tham gia 16p hoc. C6 2 cach dé hoc
sinh c6 thé tham gia nhom cua 16p.

Ciach 1: Gido vién tién hanh thém truc tiép cac tai khoan email hoc sinh. Cach nay
thuong chi thuc hién khi so lugng can thém it.

“ Tim kiém hoiic gé lénh e o
< T4t ca cdc nhém Chung Baiding Tép Class Notebook Baitap Grades —+ @ Nhom

Lép 8A7 - Truéng THCS Na... -
» mirng ban dén véi L6p 8A7 - Trudng THCS Nam Tir Liém

Xem nhém
“hene ° Chon noi ban mudn bt d:
= i s on ndi ban muén bat dau
Mén Toan El Thém kénh
&' Thém thanh vién
€% R&i khai nhém .
|
& Chinh sita nhém i &
\
@ Nhan lién két dén nhém d ‘!!}\ X
) Quanlythe
B Xéanhém Tai Ién tai liéu 16p hgc Thiét 13p s6 tay I6p hoc
285 Pham Thu Huong d5 thay d8i mé ta nhém.
=] Pham Thu Huong 44 tz0 kénh Mén Toan. An kénh
BAt d3u cudc héi thoai mdi. Nhap @ d€ &8 cap dén mét ngudi ndo dé.
A OE P G B g S
i ™ ﬂ ® 5 WA an RS * Bod z VE

10
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Cich 2: Hoc sinh chu dong tham gia nhom bang cach giri yéu cau hoic truc tiép tham gia
nhom bang cach st dung Ma nhom ma giao vién cung cap. Pé lam theo cach nay gido
vién phai tao Ma nhom trude va gui email cho hoc sinh biét Ma nhom nay.

Trinh tu cac budc duoc thuc hién nhu sau:

B1. Tao Team Code: Nhép chudt vao dau ... sau tén nhoém cua 16p va chon muc Xem
nhom. Sau d6 chon myc Cai dat -> Ma nhém-> Tao

[ Tim ki€m hoZc g 1énh

< Tétca cac nhom Chung Baiding Tép Class Notebook Baitap Grades —+ @ Nhém

Lép 8A7 - Trudng THCS Na... -

» mirng ban dén v&i Lép 8A7 - Trudng THCS Nam Tir Liém

i 23 Xem nhém - = o
= g3 on ngi ban mudn bat dau
Mén Toan B Them keénh . d
& Thém thanh vién
€% R&i khdi nhom > 8
|
& Chinh sita nhém &
2 |
@ Nhan lién két d&n nhém d x /
<J Quénly the
i X6anhom Tai Ién tai liéu Idp hoc Thiét I3p s6 tay Idp hoc
83 Pham Thu Huong ds thay ddi mé t3 nhom.
] Pham Thu Huong dé tzo kénh Mén Toan. &n kénh
B&t dau cudc héi thoai mdi. Nhdp @ dé dé cap dén mét ngudi nao d6.
A2 OB P & H g - B
i m g & 5 E e %%
4 Tim ki€m hodc g6 Iénh
< T4t cd cic nhém z . Ny ra —
R Lop 8A7 - Trugng THCS Nam Tir Liém - ® Nhém
Ldp 8AT7 - Trudng THCS Nam Tif Liém
LT
Thanhvién Kénh Caidit Phantich Ungdung
L&p 8AT - Trudng THCS Na... - » Chir d8 ciia nhom Chon chi: @&
Chung
iidaadn + Quyén cua thanh vién Bat tinh nang tao kénh, thém (ng dung, v.v.
+ Quyén cia khich Bat tinh nang taoc kénh
» @lugt de cap Chon ngudi c6 the sif dung d& cap dén @nhém va @kénh
+ M& nhém Chia s& ma nay d€ moi ngudi cé thé tham gia truc tiép vao nhém- ban sé khdng nhén dudc yéu cdu tham
gia

Ghi chi: Khach sé& khéng thé tham gia bdng ma nhém

» N@gi dung thu vi Cho phép cac emoji, anh meme, anh GIF hoac hinh dan
+ OneNote Class Notebook Quan Iy tdy chon va phan sg tay
limi| m A 6 5 @ ka3t BB oW & e

11



TRUONG THCS NAM TU LIEM HUONG DAN GIAO VIEN SU DUNG MS TEAMS

B2. Gui email thong bao cho hoc sinh vé1i Ma nhém cua 16p thong qua Email cua hoc
sinh (Vidu: Ma nhom — evjgua4)

= Tim kiém hoac gé lénh
< Tat acnh 2 S ~ . o
e Ball Lop 8A7 - Trusng THCS Nam Tir Liém - © Nhom
L&p BAT - Trudng THCS Nam T Liém

- Thanhvién Kénh C3idat Phan tich Ungdung

Lép 8A7 - Trudng THCS Na... -

» Chu dé cia nhém Chon chu d&
Chung
. ) »  Quyén cia thanh vién Bat tinh nang tao kénh, thém ng dung, v.v.
Mén Toan
» Quyén cia khich Bat tinh nang tao kénh
b+ @lugt dé cip Chon ngui c6 thé sif dung dé cap dén @nhdm va @kénh
~ Ma nhém Chia sé mi ndy d€ moi ngudi c6 thé tham gia truc ti€p vao nhém- ban sé& khéng nhin dudc yéu cBu tham
gia
m auad
? Toanmanhinh O Datlsi @ Xoéa [y Saochép
Ghi chi: Khach sé& khong thé tham gia bing ma nhém
» Ngi dung thii vi Cho phép cac emoji, anh meme, 3nh GIF hoc hinh dan
» OneNote Class Notebook Quan Iy tiy chon va phian sé tay
o B & 5 @ @@t PHEoD 2 vE

3.3. Giuri bai tdp cho hoc sinh
Thay/C6 c6 thé gui bai tap cho hoc sinh thong qua: Bai tip -> chon Create.

[ Tim ki€m hoZc g 1énh
Upcoming
l ]
|

Don't you just love a blank slate?
Create your first assignment here.

i | 6 5 @ @i atHBoy 2 v

12
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Tuy theo myc dich cua Bai tap, quy thay/co lya chon Assignment (Thao luan) hoic Quiz
(Kiém tra)

4 Tim kiém hodc gé lénh

Upcoming

Don't you just love a blank slate?

Fleiz Create your first assignment here.

From existing

£

lick here to create a new

signment, quiz, or repost of a
revious assignment.

I | 6 5 @ Orv @3B 2 Vi =1

Sau d6 chon Lép thdy/cé mudn gt bai tap.

Create an assignment

Choose 3 class where you'd like to create an assignment.

Search classes Q

L Ldp BAT - Trudng THCS Nam Tif Liém v

Cancel

13
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HUONG DAN GIAO VIEN SU DUNG MS TEAMS

Dién cac thong tin lién quan dé bai tap vao cdc muc phia dudi. Thay co co thé viét cac

yéu cau hodc dinh kém file vao muc Instruction.

[ Tim ki€m hoZc g 1énh

New assignment

Title (required)

Bai tap 1

Discard Save

& Add category

Instructions
Enter instructions

@ Add resources

Points
No points
£ Add rubric
Assign to
Ldp 8A7 - Trudng THCS Nam Tif Liém [} All students
Date due Time due
Tue, Mar 17, 2020 ] 11:59 PM
Assignment will post immediately with late turn-ins allowed. Edit
Settings
g; Turnitin
& | Documents for this assignment will not sync to Turnitin,
imy | & 5 3
. A .
Sau khi tao xong, bam chon Assign.
= Tim kiém hoac gé lénh

Upcoming

> Drafts

~ Assigned (1)

n Baitap 1
Lép 8A7 - Trudng THCS Nam Tir Liém - Due tomorrow at 11:59 PM

iy | 6 5 E A

14

T:22 PM

Susai By 2 Ve 0 B
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3.4. Tao meeting voi hoc sinh

Thay c6 chon icon Hop ngay dé tao bai giang truc tuyén hoc sinh

[ Tim ki€m hoZc g 1énh

{ Tétcd cac nhom Chung Baiding Tép Class Notebook Baitap Grades —+ @ Nhém

3 ‘ | :
Lép 8AT - Trudng THCS Na... - o)

Chung
Mén Tosdn Tai lén tai liéu 1&p hoc Thiét lap so tay lép hoc
835  Pham Thu Huong d3 thay déi mé t& nhém.
Z]  Pham Thu Huong d4 tzo kénh Mén Toan. An kénh
Tin nhin doc gan dy nhat
a Assignments 19:22
Bai tap 1
Due Mar 17
View assignment
< Talsi
Bat ddu cudc hoi thoai mdi. Nhdp @ d€ dé cap dén mbt ngudi nao do.
A ¢ @ B a B g B
N e 725 PM
T m O 6 5 i 8@ o Y

Giao dién metting tryuc tuyén, click vao dau ... dé chon céc tinh nang khac nhu ghi lai
toan by qua trinh day hoc truc tiép, lam mo hinh anh phia sau hau canh camera ...

Tim ki€m hodc g6 lénh @ —

Moi ngudi X

Mé&i ngudi nao dé @
Hién dang tham gia cuéc hop nay (1)
3% Hién thi cai dat thiét bi ,,H. ,Phamjh‘f ljutmg

B Hién thi ghi chi cubc hop

T Chuyén sang ché dé toan man hinh

7% BAt dau video v6i ch€ d6 1am mé

[€] Bat chi thich truc ti€p (ban xem truéc, chi cb bang ti€ng Anh M§)
i Ban phim

© Bt dau ghi

[ Tat video dén

Invite Pnr\nla Tn 1NN vnii

w2 g & [ e G

Video sau khi duoc ghi lai s€ dugc luu trong myc Stream dé co thé tai vé hodc chia sé
vO1 cac thi€t bi khac

15



TRUONG THCS NAM TU LIEM HUONG DAN GIAO VIEN SU DUNG MS TEAMS

3.5. Lén lich cuéc hop

Thay c6 chon icon Hop ngay > Lén lich cudc hop dé tao cudc hop

Tim ki€ém hodc g6 1énh @ =5
T4t cd cdc nhdm Chung Baiding Tép Class Notebook Baitap Grades —+ @ Nhom

LT,

Lép 8A7 - Trudng THCS Na... - 6 f -

Chung

Man Toan Tai Ién tai liéu 16p hoc Thiét Iap sé tay 1dp hoc

55  Pham Thu Huong d thay ddi mé t2 nhém,

= am Thu Huong da tao kénh Mén Toan. An kénh
&l Pham Thu Huong Mén T,

Tin nhan doc gan day nhat

E Assignments 19:22
Bai tap 1

Due Mar 17

View assignment

Uing dung

©)
Tro giip

Tim kiém hodc g6 lénh

Mén Toan Baiding Tép Ghichi -+

Lép 8A7 - Trudng THCS Na...

Chung ’ \-(‘.
Mén Toan

Ban mudn thérr

B

{ing dung

©)

Trg gilp

H]
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TRUONG THCS NAM TU LIEM HUONG DAN GIAO VIEN SU DUNG MS TEAMS

Khi giao dién cudc hop méi xudt hién thay/cé Thém tiéu dé, ngay gio phit hop cho mén
hoc cua minh 2 Sau do chon Gii

4 Tim ki€m hodc g6 Iénh

Cudc hop méi chitiét Tro Iy Lap lich bidu

Mui gi&: (UTC+07:00) Bangkok, Ha N6i, Jakarta

£ Chira bai tap

= Thém ngudi du bat bugc + Tuy chon
16-03-2020 20:00 w 16-03-2020 20:30 ~ 30phit @ Ca ngay
5] Khéng lap lai ~

=] Ldp BAT - Trugng THCS Nam TU Liém > Mon Toan

@ Thém vi tri
E B 7 U S|% A M Bemunv TS sz = E |1 @ = H
Nhap chi tiét cho cudc hop mdi nay
o m A e 5 W X ETHRY. § L=-X
. ~ 7 . ‘A .
Sau khi tao xong sé co giao dién nhu sau.
“ Tim kiém hoiic gé lénh e o
< Tétca cdc nhém Mén Todn Baiding Tép Ghichd + @ Nhém

/8 Pham Thu Huong thiét I3p kénh néy &€ dugc tw déng hién thi trang danh séch kénh.

Pham Thu Huong 20:00

PH B4 lén lich cuéc hop
Lép 8A7 - Truéng THCS Na... T
a bai tap
u Thi Hai, ngay 16 théng 3 nam 2020 @ 20:00
ehng < Tl
Mén Toan
BAt d3u cudc héi thoai mdi. Nhap @ d€ &8 cap dén mét ngudi ndo dé.
A ¢ QM B > @ - B
Jo NN | = ﬂ 9 1 v s @3 PEE DD
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TRUONG THCS NAM TU LIEM HUONG DAN GIAO VIEN SU DUNG MS TEAMS

Khi dén gio hoc, thdy/cé click vao phan da 1én lich hop = chon Tham gia = Tham gia
ngay

Tim ki€m hodc g& lénh

: @
Chira bai tdp Trochuyén Chitiét TralyLaplich bi€u  Ghichi cudchop  Bang tring Bong

X Hiy bé cudc hop Mui gidt: (UTC+07:00) Bangkok, Ha N&i, Jakarta Tiyy chon cude hop Theo déi

& Chita bai tap py Pham Thu Huong
Nguai 8 chic

o Thém ngudi du bat bugc + Tuy chon
F 16-03-2020 20:00 v 16-03-2020 20:30 ~ 30phit @ Ca ngay

(i) Khéng lap lai

@ Thém vi tri

= B 7 U S 1% A M Bomwnv T, | = o=

i
i
@

111l

=

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

Tim ki€ém hodc g lénh

Chon cai dit 4m thanh va video cho

Chira bai tap

Tham gia ngay

& @@ 53 Micd vaLoa May tinh

Céc tity chon tham gia khac

cifl T4t 4m thanh [¥] Thém phong

3 B aod

* Trong z‘ru’o’ng hop, thay c6 muon thay doi théng tin cudc hop da lén lich. T) hay c6 chon

(L3

vdo dau “..” trong phan cudc hop da lén lich = Xem chi tiét cugc hop

18



TRUONG THCS NAM TU LIEM HUONG DAN GIAO VIEN SU DUNG MS TEAMS

Tim ki€m hoic g& lénh

< Tétca cac nhom Mén Toan Baiding Tép Ghichi -+ @ Nhém

LT 4 Pham Thu Huong thiét I3p kénh nay &€ duc tu déng hién thi trang danh sach kénh.

Pham Thu Huong 20:00
B4 1én lich cuéc hop

PH
Lép 8A7 - Trudng THCS Na...

Chifa bai tap

Thi Hai, ngay 16 thang 3 nam 2020 @ 20:00

Chung FER
& Talai
Mén Todn i=  Xem chi tiét cugc hop
Ty giip o Lo % = P , o Sponay =
= Bat ddu cudc hoi thoai mdi. Nhdp @ d€ dé cap dén mbt ngudi nao do.
i A e QE B I E g - B

4 Tim ki€m hodc g6 Iénh

. Chiia bai tip Trochuyan Chitiét Trdly Laplichbidu  Ghichi cudchop  Bdng tring

X Hiybé cudchop | Mui gié: (UTC+07:00) Bangkok, Ha Nbi, Jakarta Tity chon cudc hop Theo dai
& Chita bai tap py Pham Thu Huong
Nguai 8 chic

g Thém ngudi du bat bugc + Tuy chon
16-03-2020 20:00 w 16-03-2020 20:30 ~ 30phit @ Ca ngay
(i) Khéng lap lai ~
2 Lp 8A7 - T am T Lie
@ Thém vi tri
S B J U S|% A M Bununv T = = = E 1 @ = H

Join Microsoft Teams Meeting

Teams | Mesting
JoRNN | m A & 5 W @i @3

3.6. Tdi va trinh chiéu Slide:
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TRUONG THCS NAM TU LIEM HUONG DAN GIAO VIEN SU DUNG MS TEAMS

Quy thay/co kich chudt trai vao Tai lén va chon file

= Tim kiém hoac gé lénh
< Tétca cac nhém Chung Baiding Tép Class Notebook Baitip Grades -+ e
LT + Mé6i v~ T Tiilen @ Saochéplienkst & Taixung -+ Thém dung lugng Iuu trif ddm may - = TitcaTailieu v
General
Lép 8A7 - Trudng THCS Na...
Tén Dastaddi | v Nguai Stra 88 +
Chung
Mén Tosn Tai liéu Iép hoc Pham Thu Huong

ol ) | 6 5 @ (TR RS I =R

Chon Open

= ) _
4|« Dirliéu(E) » THCS » LOPT » v ] [ Searchidp7 »
Organize v Mew folder = - [@ @ |[otebook Baitdp Grades + i
Screenshots A ~
. C
I One e héplienket & Taixudng -+ Thém dunglugng luu trif dam may -~ = T4t ca Tailieu ~
I ThisPC I | e
[ Desktop
Giso an B3 1 B3 2_tiet | Bai & Sap xepva
2 P xep
[ Documents loc du lieu
& Downloads = B3 ctaddi | - Nguai Sira 681
B Music
&1 Pictures e ‘;‘ . = Pham Thu Huong
B Videos ﬂ' - n,
e Local Disk (C) Bai giang bai-giang-power de-gu-thes lam- quen-voi-ex
d PowerPoint 2010 point cel-excel-la-giex
= Local Disk (D:) cel-de-lam-gi-10
. Dirliéu (E) v 24404 v
B nares “ \/‘ All Files () -
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TRUONG THCS NAM TU LIEM HUONG DAN GIAO VIEN SU DUNG MS TEAMS

Hién tai, Slide Bai giang ciia quy thay/cd da duoc tai 1én Microsoft Teams

= Tim kiém hoac gé lénh
Tat ca cac nhom Chung Baiding Tép Class Notebook Baitip Grades -+ e
+ Mé6i v~ T Tiilen @ Saochéplienkst & Taixung -+ Thém dung lugng Iuu trif ddm may - = Tt ca Tai lieu
General
Lép 8A7 - Trudng THCS Na...
Tén Dasiaddi | - Ngusi Sira 68
Chung
Mén Todn Tai liéu I6p hoc Pham Thu Huong
..
B] " Baigiang PowerPoint 2010.ppt Vai gidy trudc Pham Thu Huong
{ing dung
©)
Trg gilp
; PM
aRL |Aa 6 % i a oo %

= Tim kiém hoac gé lénh

Tat ca cac nhom

Chung Baidiang Tép Class Notebook Baitap Grades —+

my

Lép 8A7 - Trudng THCS Na...

Tai I&n tai lidu 1dp hoc Thiét 1ap s8 tay 16p hoc
Chung
Mén Toan

35 Pham Thu Huong d thay d&i mé t2 nhém.

B Pham Thu Huong d3 teo kénh Mén Toan. An kénh
g

Ban mudn thérr

B

{ing dung

©)

Trg gilp

H]

Hop ngay

[ / Tt [ Lénlich cube hop

& £ m ma ® % @ & ssMEoh gz DM B
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TRUONG THCS NAM TU LIEM HUONG DAN GIAO VIEN SU DUNG MS TEAMS

Kich chudt trai vao biéu twong Chia sé nhu trong hinh dudi dé hién ra bang céc file, quy
thay/co chon Slide

Mo nguidi

Sau d6, churong trinh s& hién thi ra nhu bang dudi, quy thay/co nhin sang bén phai & phan
Pé xuit s& hién danh sach hoc Vlel’l/hOC sinh trong 16p. Quy thay/co kich vao ... cubi tén
hoc vién/hoc sinh va chon Yéu ciu tham gia dé cac ban trong 16p nhin thiy sllde.

Slide bai giang
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TRUONG THCS NAM TU LIEM HUONG DAN GIAO VIEN SU DUNG MS TEAMS

MOT SO LINK THAM KHAO THEM VE MS TEAMS

1. Kich hoat tai khoan Office 365 trong lan dau tién:
https://www.youtube.com/watch?v=J1z20QAYqmrc&t=935s

2. Download va cai dat Microsoft Teams:
https://www.youtube.com/watch?v=keSBVLEOX4&t=17s

3. Tao 16p hoc (Team) va kénh (Channel) trong Microsoft Teams:
https://www.youtube.com/watch?v=5RMGhEqAAt4

4. Tao mot cudc h()p/buéi hoc trén Microsoft Teams:
https://www.youtube.com/watch?v=IkHIWUxcK 8&t=1s

5. Chia sé lién két dé tham gia mQt cudc th/buéi hoc trén Microsoft Teams:
https.//www.youtube.com/watch?v=23y-JXY2I8U&t=2s

6. Slide bai giang huéng dan st dung hé théng Team:
https://mseduvn-

my.sharepoint.com/:p:/g/personal/minh nh msedu edu vn/EZ
Y caoZ-
11IrD_ATlieCzgeBjdZckZFc2Q1U7;UwlUB0zA?e=RSmggX

7. Huéng dan cai dit va ding nhap Teams trén may tinh va dién thoai:
https://www.google.com/url?q=https://mseduvn-

my.sharepoint.com/:b:/g/personal/minh nh msedu edu vn/EY2Bz4aj4z51h3h78xxEKol
BEd1LNhn
p8rDINiQ4IPcoCg?e%3DIj6lya&source=gmail&ust=1584007536067000&usg=AFQjC
NEF-

BSUnvFgHQwI1dwq9Flk7h3gBa8w

8. Huong dan tham gia mot cudc hop: https://mseduvn-
my.sharepoint.com/:w:/g/personal/minh nh msedu edu vi EWpeQdKhTm1MgixTzN{
wQIl4BZeP GSi369ymSU2WICAxANg?e=00Qzu7i

9. Huéng din kich hoat Kich hoat tai khoan Office365 lan dau:
https://www.youtube.com/watch?v=J1zZ2QAY gmrc&t=95s

10. Huéng dan bang file video: https://teamsdemo.office.com/
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