TRUONG PAI HQOC MO - PIA CHAT

Quy trinh va huéng dan dao tao trén
Microsoft Teams

Cap nhat ngay 17.02.2020

* Quy trinh dao tao duoc bién soan bdi Phong Pao tao Pai hoc
* Tai liéu huéng dan st dung duoc bién soan boi Khoa Cong nghé thong tin



QUY TRINH PAO TAO TREN
MICROSOFT TEAMS

1. POI VOI GIANG VIEN

- Budc 1: Truy cap vao Microsoft Teams véi tai khoan e-mail HUMG da duoc
cap trude day (E-mail dang: ho_va_tén@humg.edu.vn)

- Budc 2: Giang vién tao 16p hoc online trén Microsoft Teams vai tén 16p theo
quy tic: MA_MH-NMH Tén_mén_hoc (Vi du: 4080116-01 Lap trinh .NET). Cac
thong tin vé Ma_MH, NMH, Tén_mén_hec duoc lay tir Thoi khoa biéu.

- Budc 3: Thém sinh vién vao 16p hoc online théng qua ma sinh vién.
- Budc 4: Thém 2 tai khoan "thanhtragiaoduc” va "phongdaotao” vao lop.
- Budc 5: Dua tai liéu 1én I6p hoc online.

- Budc 6: Giang bai truc tuyén théng qua tinh ning “Hep ngay” (“Meet Now”)
cuia Microsoft Teams theo ding thoi gian trén Thoi khoa biéu. Do hé théng mang hién
tai ciia Nha truong khdng thé dap tmg duoc mét s6 luong 16n cac 16p hoc dong thoi, vi
thé Nha truong khuyén khich giang vién giang bai ngoai truong (noi yén tinh va cé
mang Internet).

- Buéc 7: Giao bai tdp 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 I, sinh vién thuc hién cac budc
Sau.

- Budc 1: Truy cap vao Microsoft Teams véi tai khoan e-mail HUMG da duoc
cap trude day (E-mail dang: ma_sinh_vién@student.humg.edu.vn).

- Buéc 2: VAo 16p hoc twong tng véi Thoi khoa biéu.

- Budc 3: Doc tai liéu Giang vién da dua lén.

- Bu6c 4: Tham du bai giang truc tuyén thong qua tinh ning “Hop ngay” (“Meet
Now”) ctia Microsoft Teams theo dung thoi gian trén Thoi khoa biéu.

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



I
111. POI VOI BAN THANH TRA GIAO DUC

Sau khi Giang vién thuc hién xong Budc 4 ¢ Muc |, Ban thanh tra gido duc thuc
hién cac budc sau:

- Budc 1: Truy cap vao Microsoft Teams véi tai khoan e-mail HUMG da duoc
cap trude day la thanhtragiaoduc@humg.edu.vn.

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



HUONG DAN SU DUNG
MICROSOFT TEAMS

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

- Giang vién va Sinh vién c6 thé st dung MS OFFICE 365 Team trén c4c 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 Trung tam
Théng tin — Thu vién cap, cu thé:
+ Giang vién: ho_va_tén@humg.edu.vn

+ Sinh vién: ma_sinh_vién@student.humg.edu.vn

1. POI VOI GIANG VIEN

I.1. Pang nhap

+ Truy cép vao dia chi https://teams.microsoft.com bang trinh duyét web, hoic
ma& phan mém Microsoft Teams trén cac nén tang Windows, Mac OS, Android, iOS.

+ Nhap tai khoan (Account): ho_va_tén@humg.edu.vn; mat khau (Password) va
nhan Pang nhap (Sign in).

1.2. Tao lép hec
Microsoft Teams c6 2 phién ban: giao dién tiéng Anh va giao dién tiéng Viét.
Ban huéng dan nay dung giao dién tiéng Anh va sé& chi thich giao dién tiéng Viét
tuong rng.
Giao dién chinh sau khi dang nhap:
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Chon Class (L6p hoc), sau d6 nhap tén Iép va mé ta van tat thdng tin cua I6p (néu
can) va nhan Next (Tiép theo).

Select a team type

& A fv"b 1L,
o Bl » S ‘,.g,.‘,

Class Professional Leaming Staff Cithar
Lo esane gop PRk, Commumnity (PLC) byl st an s = dy greiee st sshna
H Il

thaerbogaire-l il

"""""" Buuzalu wurkiny yieus

Canc

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.

Marme

-,

Web Mgii nghia @

Description (opticnal)

Create a team using an existing team as a template

1.3. Thém sinh vién vao lép 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 16p hoc. Lap lai cho dén hét danh sach.



Add people to "Web ngi¥ nghia”

Students  Teachers
—

NA - NGUYEN TUAN ANH x | Add

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

Skip

- CO thé x6a sinh vién bang cach nhan vao nut

Add people to "Web ngi¥ nghia“

Students  Teachers

Search for students

Start typing a name to choose a group, distribution list, or person at your schoal.

o TRAN MINH DUC ) %
(1721050120) Cong nghe thong tin.

PD PHUNG MINH DUC ) X
[1721050314) Cong nghe thang tin.

np  NGUYEN TRUNG DUC _ w
(1721050309) Cong nghe thong tin.

e NGUYEN DUY DONG X
(1721050388) Cong nghe thong tin.

PoA s me e

Close

Sau khi nhap xong danh sach sinh vién thi nhan nit Close. Giao dién sau khi nhap
xong danh séach sinh vién cua l6p nhu sau:



Search or type a command B - O x

< Allwams WH  General Posts Files Class Nolebook Assignments Grades -+ @ Team

Web ng® nghla Welcome to Web ngi? nghia
General Choose where you want to start
Gl
L L i1
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Upload Class Materials 56t up Class Motebook
B Hong Thi Oanh has added NGUYEN TUAR ANH to the team
2 MNong Thi Ganh has added NGUYZM TH? PHYING DUNG to the team
& Nong Thi Oanh removed NGUYIN TH? PHYNG DUNG from tha team.
= Mong Thi Canh removes NGUYEN TUAN ANH from the team.
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& Nong Thi Oanh has sdded PHUNG VAN CAO 10 the toam
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Ll © Type hers tosearch

Tab Posts (Bai ding): dung dé dang bai va tuong tac véi sinh vién.
Tab File (Tép): upload hoac download file tai liéu.

Tab Class Notebook: s6 tay gido vién.

Tab Assignment (Bai tap): gido vién soan bai tap giao cho sinh vién.

Tab Grade: gi4o vién cham bai tap va tra diém cho sinh vién.

1.4. Tai tai liéu 1én lép hoc

Tai giao dién cua tab Posts: chon Upload Class Material (Tai 1én tai liéu 16p hoc)

Search or tyme a command
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Chon Upload (Tai 1én):

Search or type s comrrane
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1.5. Giang bai truc tuyén

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

< > ©B Tim kiém hodc g6 lénh

m Chung Tép Class Notebook Baitap Grades -+ ® Nhém

¢ Trat®

a Chuyen Trung Tran 19:16 L B
1 “% Cac ban cai thém MS Teams trén smartphone nhé, thay dang soan tai liéu hudng dan & day

https://chuyentt.gitbook.io/humg-docs/ va dang tiép tuc hoan thién
Thu gon tat ca

PHAM XUAN HUY

PH "
Vang a

19:16 1
Bon em tai roi a

¢« Tralgi

Bat dau cudc hoi thoai mthhép @ dé dé cap dén mot ngudi nao do.

vy ¢ 0@ B(a)e o - B>

Nhap vao thdng tin cua phién giang truc tuyén (1) > Click Hop ngay (2) dé bit
dau 1én 16p.

Gido vién co thé bat/tat camera va chi dé cho viéc trinh chiéu sau nay (3), ciing c6
thé 1én lich giang day "Lén lich cudc hop" (4).

Thong thuong gi4o vién s& Ién lich giang day theo lich trong thoi khoéa biéu, sau
khi 1&n lich, cac sinh vién caa 16p hoc s& nhan dugc thong bao dé tham gia ding gid.



Tim kiém hoac gé lénh

Online Chuong 1

Hop ngay
G Lén lich cude hop

Chuan bi cho phién giang truc tuyén

Pé trinh chiéu PowerPoint, gi4o vién chon chitc nang Chia sé (4)

Tim kiém hodc go lénh

Hoat dong

Trd chuyén

asg
ugs
Nhém

Trg gidp

Giao dién chinh caa phién giang truc tuyén
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Sau khi nhan nat chia sé (1) > Xuét hién cac ngudn dé giéo vién chon: Man hinh
(2) sé& chia sé toan bo man hinh, moi thao tac trén may tinh cua gido vién s& duoc tat ca
sinh vién tham gia xem dugc; Cira 56 (3) 1a nhitng cira s6 dang mé & trén may tinh ma
gido vién muén chia sé¢, hdy chon mat cira s6 dé chia sé néu mubn; PowerPoint (4) la
danh séach céc file PowerPoint ¢6 sin ¢ thu muc goc cia OneDrive, hdy chon mét file
dé trinh chiéu néu mudn; Duyét (5) dung dé duyét qua céc tai liéu bao gom Duyét nhom
va kénh dé chon mét file PowerPoint trong hoc liéu caa mén hoc dé trinh chiéu, hoic
duyét qua OneDrive hay Tai file PowerPoint 1&n tir may tinh 1&n 16p hoc dé trinh chiéu;
Bang trang (6) s& gilp gido vién chia sé bang trang dé viét nhu viét bang o trén 1p.

Hoat déng

Tro chuyén
LY )

ugs
Nhém

Man hinh

Man hinh #1

Trg gidp

Tim kiém hoac g6 Iénh

PowerPoint  Duyét = Bang tring

- = s[E

9
Online Chuang 1 (Cudc... Presentation1.pptx Microsoft Whiteboard
.
mn
Hudng déan sir dung Mi... Freehand clia InVision

Giao dién hién thi cac ngudn dung cho chia sé

Chon Duyét > Duyét nhom va kénh > Tim dén file PowerPoint (1) > Chia sé (2)

dé trinh chiéu.
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1 & General O

Loai Tén 1

Pt 1 - Getting Started.pptx

Chon file PowerPoint

dé trinh chiéu E
Nhan chia se deé bat
dau trinh chiéu

Huay

1 - Getting Started Freehand cta InVision

Giao dién khi duyét dé chon file PowerPoint dé trinh chiéu

Giang vién st dung phim miii tén trén ban phim / click biéu twong mii tén trén
man hinh dé di chuyén qua lai gitra cc slide (1, 2). GV ¢6 thé ngan khdng cho sinh vién
tu v di chuyén cac slide khi GV dang trinh chiéu (3). DV két thic trinh chiéu (4).

Tim kiém hoac go Iénh

Quy trinh ba budc phat trién Website/App

Phan tich yéu cau Phat trién
Website/App Website/App

2

Trang chiéu3/36 | > || © Dirng trinh bay
\Website/ApD

0:0219 @ & [ eee G

Trin Trung Chuyén (90983448779 - chuyentt@gmail.com - Bai gisng Thidt ki Website

Khoa Céng nghé thé... %
Giao dién khi dang giang trwc tuyén véi Slide PowerPoint




1.6. Soan bai tap cho lop hoc
Chon tab Assignment (Bai tap), chon Create:

© Search or type a command B - O x

< Allteams W General Fosts Files Class Notebook Assignments Grades —+ D

WN Upcoming

Web ngir nghia » EE

" Assigned (1)

eneral

——

Looks like everything's been graded.

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

Péi vai bai tap trac nghiém, diém caa sinh vién s& dugc cham ty dong bang phan
mém MS Teams. Con véi bai tap tu luan, giang vién chon tab “Grades” dé nhap diém
cho tirng sinh vién.

I1. POI VOI SINH VIEN

11.1. Pang nhap

+ Truy cép vao dia chi https://teams.microsoft.com bang trinh duyét web, hoic
mé phan mém Microsoft Teams trén cac nén tang Windows, Mac OS, Android, iOS.

+ Nhap tai khoan (Account): ma_sinh_vién@student.humg.edu.vn; mat khau
(Password) va nhan Dang nhap (Sign in).
11.2. Tham gia lé)p hoc

Sau khi dang nhap thanh cong, sinh vién sé& thiy cac Iép hoc cua minh (véi diéu
kién la cac giang vién da tao xong lop va thém sinh vién vao 16p).

Click chuot vao tén Iop dé tham gia vao 1op, giao dién sé hién thi nhu sau:



Search or type 2 command

< All teams m Genera| FPosts Files Class hotebook  Assignments  Grades  Wiki @ Tram

4080153 Thiét ké Webs... -

Welcome to 4080153 Thiét ké Website

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

.@_"
S

General

2 hidden channels

Chuyen Trung Tran has ardrd Le Hang Anh to the tram.

o
a Chuyen Trung Tran vesterday 723 PR
T

-

Start a new conversation. Type & ta mentian someone.

by & @ B S g e

7

Tab Posts (Dang bai): ding dé dang bai va twong tac vai 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.
11.3. Tai bai giang va tai liéu tham khao

Chon tab File, chon file mudn tai, nhan chuot phai va chon download:

= Search of type a command
< Allteams m General Fosts Files Class Notebook Assignments Grades  Wiki <
m B Open @ Copylink + Download @ Delete <+ Pintotop - < 1selected = Tatca Tailigy ~
e General
4080153 Thiét ké Webs... -
Tén ~r B3 sda i | Mg Sica dii
General
2 hidden channels % Class Materials 4 Chuyen Trung Tran
N
© 5 73- HTML Foundations Pa= " = vmstmede gt @11 AM Chuyen Trung Tran
, Open >
v
{5 "4 HTML Foundations P2 _ at1TAM  Chuyen Trung Trar
Copy link
N
5 A Delete
5 71 - Getting Started pdf at910AM  Chuyen Trung Tran
Fin to top
Rename

Open in SharePoint
Maove

Copy

More
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11.4. Tham dw bai giang truc tuyén

Khi giang vién bat dau bai giang truc tuyén, sinh vién sé& nhin thiy nhu trong hinh
dudi day. Sinh vién click vao bai giang truc tuyén va nhan nit “Tham gia” (“Join”) dé
truy cip vao phong giang bai truc tuyén do giang vién tao ra.

a
5 < All teams E General Posts Files Class Notebook Assignments Grades Meeting Notes (@) +
=) INEe-LOC NUVYEN CN3Nged 1€am Name Trom 4UsuI10-U1 Lap TNN.NET £ + BIL 10 SUSUII0-UI Lap TNNNL.NET £ + B
a Yesterday
2 285  The-Loc NGUYEN changed team name from 4080116-01 Lap trinh .NET 2 + BTL ... to 408011601-192 Lap trinh .NET
‘i; g The-Loc NGUYEN has added NGUY?N TH? THU TH?O and 23 cthers to the team.
Teams Today

408011601 Lap trinh .NET 2.... -+
&5  The-Loc NGUYEN changed team name from 408011601-192 Lap trinh [NET 2 + ... to 408011601 Lap trinh NET 2 + |

Last read
General
1‘ The-Loc NGUYEN 10:34 PM
L Chao cac em! Thay d3 dua tai lidu 1én muc “Files” ("Tép"), cdc em cé thé vio d6 dé 18y vé xem trué
sé theo thdi gian nhu TKB, cdc em nhé online dé tham gia diing gid
“"NGUYEN TUAN ANH 10:34 PM
Vang a
« Reply
L 1’ The-Loc NGUYEN 10:36 PM
L Scheduled a2 meeting

ﬂ Giang bai truc tuyén 1

Wednesday, February 19, 2020 @ 12:30 PM

- 37c

« Reply

Start a new conversation. Type @ to mention someane.

A OB B @ Q0

I1.5. Lam bai tap

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

Search or type a command

< Allteams m General rosts Files Class Notebook | Assignments | Grades  wiki D

m =

~ Assigned (3)

4080153 Thiét ké Webs... -

Baitap 1
General e Loday al 11:59 P Due today

Z hidden channels

HTML Quizzes 5 points
Due tomorrow at 11:59 PM

Vi€t yéu ciu thigt ké Website 10 paints
Due February 28, 2020 11:59 PM

> Completed
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11.6. Xem diém bai tap
Sinh vién chon tab “Grades” dé xem diém cac bai tap cua minh. Ddi voi bai tap
trac nghiém, diém s& dugc chim ty dong bang phan mém. Con dbi véi bai tap tu luan,

diém s& hién thi sau khi giang vién chim bai xong.

111. POI VO1 BAN THANH TRA GIAO DUC

I11.1. Pang nhap
+ Truy cép vao dia chi https://teams.microsoft.com bang trinh duyét web, hoic
mé phan mém Microsoft Teams trén cac nén tang Windows, Mac OS, Android, iOS.
+ Nhap tai khoan (Account): thanhtragiaoduc@humg.edu.vn; mat khau

(Password) da duogc cap va nhan Diang nhap (Sign in).

111.2. Kiém tra I6p hoc
Sau khi ddng nhap thanh cong, Ban thanh tra gido duc sé& thay cac I6p hoc cua toan

truong (v6i dieu kién 1a cac giang vién da tao xong 16p).
Click chuot vao tén Iop dé tham gia vao 1op, giao dién s& hién thi nhu sau:

Search or type 3 command

Assignments  Grades  Wiki

Class Moteboak

< Al teams m General| pPosts Files

Welcome to 4080153 Thiét ké Website

4080153 Thiét ké Webs... -
Try @mentioning the class name or student names to start a conversation.

General
2 hidden channels
B @ o
<

huyen Trung Tran hias added Le Hang Anh tn the br

Chuyen Trung Tran

o) I

~

Ban thanh tra kiém tra cac muc Files (Tép), Bai tap va co thé tham gia vao céc
phién giang bai truc tuyén qua “Meet Now” (“Hop ngay”) cta giang vién dé quan sat.



