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PHAN I. QUY TRINH DAY — HOC THONG QUA MICROSOFT TEAMS

I. POI VOI GIANG VIEN
- Chuén bi: Tai phén mém Microsoft Teams vé may va cai dat tu dia chi:
https://teams.microsoft.com/downloads (néu da cai roi thi bo qua).
- Budc 1: Bang nhap vao Microsoft Teams bang tai khoan e-mail ¢4 nhan hoic email
do PHQGHN cap (c6 dang: abc@vnu.edu.vn).
Budc 2: Giang vién tao 16p hoc online trén Microsoft Teams véi tén 16p theo quy
tac: [Tén tiéng Anh viét tit ciia don vi dao tao].[Ma 16p hoc phin].[Tén hoc_phin|
Vi du: USSH. HIS1056.Lich str Viét Nam cin hién dai
- Budc 3: Thém sinh vién vao 16p hoc online thong qua email ctia sinh vién. Dia chi
email dé dang nhap Teams cua sinh vién c¢6 dang: ma_sinh_vién@vnu.edu.vn
- Bué6c 4: Tao cac channel (kénh) twong tng véi thiét ké bai giang hodc tao channel
cho cac nhom sinh vién lam vi¢c nhoém riéng.
- Budc 5: Pua tai li¢u 1€n 16p hoc online (Files).
- Budc 6: B6 sung cac tab chire nang cho 16p hoc va cic nhom.
- Budc 7: Thuc hién giang bai tryc tuyén théng qua tinh ning “Hop ngay” (“Meet

Now”) ctia Microsoft Teams theo dung thoi gian trén Thoi khoa biéu.

- Budc 8: Giao bai tap cho sinh vién thong qua tinh nang “Bai tap”
(“Assignment”).

-Budc 9: Cham bai tdp va phan hdi vé két qua cho sinh vién dé cai tién chét
luong két qua hoc tap cua sinh vién.
I1. POI VOI SINH VIEN

- Chuén bi: Tai phén mém Microsoft Teams vé may va cai dat tu dia chi:
https://teams.microsoft.com/downloads (néu di cai roi thi bo qua).

Sau khi Giang vién thyc hién xong Budc 3 & Muc I, sinh vién thuc hién cac budc sau:
- Budc 1: Truy cip vao Microsoft Teams véi tai khoan e-mail PHQGHN d cap (E-
mail dang: ma_sinh_vién@vnu.edu.vn).
- Buédc 2: Vo 16p hoc twong ting v6i Thoi khoa biéu.
- Budc 3: Poc tai liéu va thyc hién cac nhi¢m vu hoc tap theo yéu cau clia Giang vién
- Budc 4: Tham dy bai giang tryc tuyén thong qua tinh nang “Hop ngay” (“Meet
Now”) ctia Microsoft Teams theo dung thoi gian trén Thoi khoa biéu.
-Budc 5: Lam cac bai tdp Giang vién giao thong qua tinh nang “Bai tap”
(“Assignment”).
I11. PIEU KIEN PE TO CHUC DAY VA HQC TRUC TUYEN
1. Poi véi gidng vién:
- May tinh c6 két ndi Internet, c6 sdn webcam va thiét bi thu 4m, cai ¢at MS Teams
- Tao 16p hoc trén MS Teams va add sinh vién day da vao 16p hoc.
-Pé cuong hoc phﬁn; bai giang; hoc li€u; danh sach sinh vién.
- Khong gian giang day thoang dang, du anh sang va khong 1an nhiéu tap am.
2. P6i véi sinh vién:
- May tinh c6 két ndi Internet, c6 sin webcam va thiét bi thu am, cai dit MS Teams
- bam bao da tham gia MS Teams va la thanh vién cua 16p hoc.
- Chuan bi day du tai liéu: dé cuong hoc phan; bai giang; tai liéu tham khao; gidy
but ghi chép; va thuc hién cac yéu ciu chuan bj cia giang vién.
- Tham dy budi hoc dung lich theo thong bao cua nha truong va giang vién.



PHAN II. HUONG DAN SU DUNG MICROSOFT TEAMS

Mot s6 luu y khi trweée khi sir dung:

- Giang vién va Sinh vién c6 thé st dung MS Teams trén cac nén ting Windows,
Mac OS, Android, iOS hoidc chay truc tiép trén Website. Tai liéu nay hudng dan cho ban
Teams trén nén tang Windows (PC), cac nén tang khac co cach st dung twong tu. Dé tai
phin mém MS Teams, truy cdp vao dia chi sau: https:/products.office.com/vi-
vn/microsoft-teams/download-app

- Trung tdm Ung dung Cong nghé thong tin PHQGHN va Bo phan phu trach Cong
nghé thong tin da gui email thong bao tai khoan dang nhép cua thay/co, trong dé s€ c6 mat

khau tam thoi dé thay c6 dang nhap 1an dau.

- Trong 1an dang nhap dau tién vao MS Teams, hé thong s& yéu cau thay dbi mat
khau. Nhap mat khau tam théri’ (current pa§sw0rd), sau dQ nhdp mat khau mdi — new
password (luu y nhadp 02 lan), bam Sign in dé dang nhap. Thay c6 nao da c6 tai khoan MS

Office 365 rdi thi khong phai thuc hién budc nay.

& Ding nhip vao Microsoft Teams

B Microsoft

hotrogiangday3@dhqg.vn

Update your password

You need to update your password because this is the first
time you are signing in, or because your password has

Current password

expired. /

A

Nhéap mat khau dwoc

,,,,,,,,,,,,,,,,,,,,,,,,,,,

New password

Confirm password

F

Chu y: dung mat khau vira dam bao tinh bao mét cao (két hop chir, s6 va ky tu dac
biét), vira dé nhé d€ sir dung nhicu lan.

- Sau khi thay d6i mat khau, hé thong s& yéu cu cac budc xac thuc, khai bao thong
tin d¢ dam bao an toan cho tai khoan. Bam Next khi xuat hién hdp thoai, dong thoi thuc

hién cac budc sau:




2% Microsoft :@vnu.edu.vn | ?

don't Io§e access to your
account!

To make sure you can reset your password, we need to collect some
info so we can verify who you are. We won't use this to spam you -

just to keep your account more secure. You'll need to set up at least 2
of the options below.

0 Authentication Phone is not configuggs®

o Authentication Email is not configiged. Set it up now

cancel

. . Your session will expire in 14:51
©2020 Microsoft Legal | Privacy

Bwoc 1. Bam vao link “Set up now” clia
dong dau tién dé xac lap so dién thoai.

B Microsoft :ki)vnu.edu.vn 1 ?

don't Io§e access to your
account!

Please verify your authentication email address below. Don't use your
primary work or school email.

Authentication Email

ail message containing a verification code to your

3
inbox.

again

N B Your session will expire in 14:49
©2020 Microsoft Legal | Privacy

Bwéc 3. Ba4m tiép Set up now canh dong
xac nhan email. Nhap dia chi email ca nhan
(khdng dung hom thv @vnu & day), chon
“Email me”. Kiém tra hom thw dé lay ma sé,
nhap ma sb da nhan vao box, bdm Verify

2% Microsoft :l@vnu.edu.vn | ?

don't Io§e access to your
account!

Please verify your authentication phone number below.

Authentication phone

We've sent a text message containing a verification code to your
phone.

) ) Your session will expire in 14:50
©2020 Microsoft Legal | Privacy

Bwéc 2. Nhé!p sb dién thoai ca nhan, chon
“Text me”. Kiém tra tin nhan dién thoai, nhap

ma sb nhan dwoc vao box, badm Verify.
[ J

2% Microsoft :@vnu.edu.vn | ?

don't Io§e access to your
account!

Thanks! We'll use the info below to recover your account if you forget
your password. Click "finish" to close this page.

Authentication Phone is set to +84 D Change
Authentication Email is set :rgmaime Change

ncel

) . Your session will expire in 14:51
©2020 Microsoft Legal | Privacy

Bwéc 4. BAm Finish dé két thac sau khi
viép xac thuwc dwoc xac nhan hoan thanh
(dau tich mau xanh phia trwéec).



I. TO CHUC GIANG DAY
1. Pang nhap

- M& phan mém MS Teams dd duogc cai dat trén mdy tinh. Xuat hién ctra s6 ding
nhap:

Enter your work, school,
or Microsoft account.

tSign—in address

- Nhép tai khoan (Account) da dugc kich hoat, c6 dang: abc@ynu.edu.vn sau do
nhdp mat khau (Password) va nhan Pang nhap (Sign in). Trong lan dau tién dang nhap,
nguoi dung co6 thé can doi mat khau tai khoan méc dinh da dugc cap (xem hudng dan phia
trén)

2. Tao l6p hoc

Giao dién chinh sau khi dang nhép.
Thyc hién 4 budce nhu hinh dudi dé tao 16p hoc:

Nhém Y 8 Chung Biidgsng Tép Wik + Tao nhém caa ban

< Huy Nghiem 85 thém Nguydn Théi B véo nhém

(=7} Cudc hop d3 két thic: 1 phat 43 gidy

. INFEQA VNU i

+
w Tao mét nhém tir dau

=] Cude hop da két thuc: 29 gidy

Tham gia hoac tao nhém

./, Tao tur...
Nhom hodc 8di Office 365 hién ¢6

Tao nhém Nhém nay sé thudc loai nao? / X

N Riéng tu

@ Tao nhém 1 Moi ngudi cn ¢6 quyén dé tham gia

an Cong khai

B4t c(r ai trong t3 chix cUa ban cling ¢é thé tham gia




Giai thich:
Budc 1: Chon Tham gia hodc tao nhom/Join or create a team
Budc 2: Tao nhom/Create a Team
Budc 3: Tao 1 nhom tir dau/from scratch
Budc 4: Tuy chon dit nhom & ché do cong khai hodc riéng tu (tiy muc dich cta
GV). Nhom riéng tu (private) 1a nhém/16p chi cho phép truy cap doi véi cac thanh
vién dugc Gido vién dua vao 16p hoc. Nhom cong khai (standard) 1a nhom cho phép
moi nguoi trong 1p ¢6 thé truy cép.

Chon loai Teams la Class (L6p hoc):

Select a team type

= 5{) 3
— |\ r ' "ib’:
Class

Professional Learning Staff Other

Discussions, group projects Community (PLC) School administration and Clubs, study groups, after school
assignments development activities

Educator working group

Cancel

Sau d6 nhap tén 16p va mod ta vén tat thong tin cta 16p hoc phan (néu can) va nhin
Next (Tiép theo). Luu y tén 16p hoc nén dung theo cii phép [Tén tiéng Anh viét tit ciia
don vi dao tao].[Ma 16p hoc phin].[Tén hoc_phin]. Vi du:

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

USSH.INF1106E.Néng Iyc théng tin ©

Description (optional)

3. Thém sinh vién vao 16p hoc

C6 4 cach dé thém sinh vién vao 16p hoc:
Cdch thit nhat: Thém sinh vién ngay khi tao I6p hoc



Giang vién lap danh sach email ctia sinh vién do PHQGHN cip, copy & paste email
sinh vién (mi_sinh_vién@vnu.edu.vn) va nhan Add (Thém) dé thém sinh vién vao 16p
hoc.

Add people to "Hudéng dan sir dung MS Teams"

Students  Teachers

@ NouyénThaiss x “

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

C6 thé x6a sinh vién bang cach nhan vao nit ! ngay sau tén sinh vién muon xo4.

Students  Teachers

Search for students

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

™ TRAN MINH DUC X
(1721050120) Cong nghe thong tin
PD PHUNG MINH DUC X

(1721050314) Cong nghe thong tin

O tab Teachers, c6 thé moi giang vién khac tham gia quan 1y hodc giang day bang
cach nhap dia chi email cia gido vién do.

Cdch thir 2: Giri link dé sinh vién tw ding nhdp vao 16p (nhie hinh duwéi)

B1. Bam véo dau (...) bén canh tén 16p hoc

B2. Nhan lién két dén nhém

B3. Sao chép duong link

< T4t ca cac nhom Chung Baiding Tép Class Notebook Baitdp Grades -+ ® Nhém

A

Huéng dén sir dung

s e hom Chao mirng ban dén véi Huéng dan st dung

Thém kénh Chon noi ban mudn bat dau

o WM &

Thém thanh vién

R&i khéi nhém
T |
Chinh sita nhém 2 ‘gf -
p |

Nhan lién két dén nhém o

Qs # (9

Quan Iy thé

@ X6anhom Tai Ién tai liéu I6p hoc Thiét 1ap sé tay I6p hoc

Nhén lién két véi nhém

ttps://teams.microsoft.com/l/team/19%3a1c68b9f03e22430d9b5ae04762ae6396% 3

Huy Sao chép

Cach 3:Gui ma nhom dé sinh vién tw tham gia vao lop
Van an vao dau 3 cham nhu cach 2 nhung thay/co lua chon muyc “xem nhom”



- Thanhvién Yéu cdudang chdxifly Kénh Caidst Phan tich Ung dung

Huéng din sir dung

» Chu dé cia nhém Chon chi @&
Chung
» Quyén cua thanh vién B4t tinh nang tao kénh, thém (ng dung, v.v.
» Quyén cta khach Bat tinh nang tao kénh
» @lugt dé cap Chon ngudi c6 thé sif dung dé cap dén @nhém va @kénh
~ Ma& nhém Chia sé ma nay d€ moi ngudi c6 thé tham gia truc tiép vao nhém- ban sé khéng nhan dudc yéu ciu tham
gia
—
Tao

Ghi chi: Khéch s& khéng thé tham gia bing ma nhém

Sau d6 lya chon tab “cai dat” roi tim dén phan ma nhém r6i an “tao”

v Ma nhém Chia sé ma nay d€ moi ngudi cé thé tham gia truc ti€p vao nhém- ban s& khéng nhén dudc yéu cau tham
gia

ud9v8ml

" Toanmanhinh O Datlai @ Xoéa [3 Saochép

Ghi chi: Khach sé khong thé tham gia bAng ma nhém
Sau d6 ma ctia nhom sé& xuét hién, thay/co giri ma nay dén sinh vién dé sinh vién st
dung ma tham gia vao 16p.
Cdch 4: Thém sinh vién bdt ky khi da tao I6p
B1. Click véao biéu tuong d4u ba chim [...] canh tén 16p hoc
B2. Bdm vao Add member va thém SV hoidc GV (giong nhuw cich I)

Teams Y General Posts Files Wiki -+

Your teams

Trung tam HO trg Giang day D...

General . Add more people Create more channels
& Hide
1 hidden channel

46 trg gidng day has added Huy Nghiem to the team.
€3 Manage team
46 trg giang day has added dupx to the team.

= Add channel
5 46 trg gidng day has added nghiemhuy to the team.

ot
< Add member 46 trg gidng day has added anhntt20 to the team

‘2& Leave the team 46 trg giang day has made dupx a team owner.
¢ Edit team 46 trg giang day has made nghiemhuy a team owner.

@ Get link to team 46 trg giang day has made dupx a team member.

46 trg giang day has made nghiemhuy a team member

) Manage tags
46 trg gidng day has created channel Bai gidng tryc tuyén. Show Channel.

-@ Delete the team 46 trg giang day has made nghiemhuy a team owner.
(=) Meeting ended: 1 min 35 sec
<’ Reply

Sau khi sinh vién tham gia vao nhém 16p hoc. Giao dién cua 16p c6 dang nhu sau:



Cacthé quan Iy file,
giao bai tdp, chdm

diém va &ng dung...

Welcome to Hudng dan st dung M

Choose where you want to start

Cac kénh
twong tac

Ciccong cu chiasé,
twong tac trong 16'p hoc

Upload Class Materials Set up Class Notebook

Dy Phiing Xudn has sdded Phuang Vil Hal an

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

Tab File (T€p): Noi quan ly hoc li¢u dién tir (upload hodc download file tai li€u).
Tab Class Notebook: S tay lép hoc.

Tab Ass1gnment (Bai tap): gido vién soan bai tap giao cho sinh vién.

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

4. Tao cac channel (kénh twong tac)

Channel 1a cac kénh tuong tac do giang vién hodc sinh vién tao ra dé phuc vu cac muc tiéu
day — hoc khac nhau. Thong thuong, c6 thé tao cac channel theo thiét ké ndi dung bai
giang; hodc ¢ thé tao channel cho cac nhom sinh vién lam viéc, thao luan theo nhém riéng.

Pé tao Channel, thuc hién theo cac bude sau:
- Budc 1: Bam vao biéu tugng ba cham [...] canh tén l6p hoc, chon “Thém

kénh”/Add channel

- Budce 2: Khai bdo cac thong tin cho channel
Xem minh hoa ¢ hinh tiép sau day:



< All teams General Posts Files PLC Noteboo

<« Reply
Ve
g Trang Nguyen joined the team
fii ) g trang phan joined the team
VNU eleaming SUPPOﬂ ‘ g Lan Phudng Hoang joined the team
— 23 Manage team ué )

1ac tai khoan thudng nhu't
u.vn ding khong anh?

& Add member

€ Leave the team

« Phing Xuan
Z Editteam an free thi bj gidi'han 156
IHQGHN dang tién hanh ci
@ Get link to team 3 ¢6 ¢ nhé.
) Manage tags nrong Hud
am on anh!

i) Delete the team

Budéc 2: Dit tén kénh va thiét 1ap quyén truy cip cho kénh

Create a channel for "VNU elLearning support" team

Channel n

Room Nhém 1 >

Description (optional)

Privacy

Private — Only accessible to a specific group of people within the team v @

Bwoec 3:

Add members to the Room Nhém 1 channel

This is a private channel, so only the people you add here will see it.

DX Du Phung Xuan x o Nguyén Thai Ba x Add

5. Thiét 1ap cac tab ndi dung cho 16p hoc:

Tab ndi dung 1a cac thé chirc nang cho phép chia s¢ voi nguoi hoc cac loai hinh/ndi
dung thong tin khac nhau (twong tmg v6i mdi loai tmg dung duoc sir dung).

Giang vién co thé dung tab ndi dung dé 1am da dang hod hoc li¢u va hinh thirc tuong
tac trén 16p hoc.



Céc loai tab ndi dung phé bién: dia chi website, video trén Youtube, mau phiéu
khao sat, file powerpoint, file pdf, file van ban (word) ...

Dé thém tab noi dung vao 16p hoc, lam cac budc sau:

Buéc 1: Bam vao dau cong (+) phia cudi dy cac tab sin co:

General Posts Files PLC Notebook Thuét ngif eLearning ~  Video hudng dé@

Buéc 2: Chon loai ndi dung dé nhiing vao tab:

Add a tab X
Turn your favourite apps and files into tabs at the top of the channel ISearch Q
More apps

Tabs for your team

AEEEOME -
PDF

Document Excel Forms OneNote Planner Power BI
Library
PowerPoint SharePoint Stream Website Word YouTube
More tabs
a N
o A Y & (=
.}
[\S 4
AgilePolly Aktivlearn Ally AMION aulaPlaneta Avochato awork

Plus

. A (@5
BROCK 2
Beesy “ HACS ]
BA Insight Beedle Beekast Beesy Beezy Stories Brockhaus.de Contact

Center
—~ IR .. BN — M .o

€3 Manage apps

- Buwéc 3: Xem noi dung va khai bao thong tin cho tab. Vi dy, mudn nhiing 1 website
chia sé hoc li€u tir dia chi <https://bookworm.lic.vhu.edu.vn/DefaultSearch.aspx?Id=8 > thi bam
vao biéu tugng Website & danh muc trén va khai bao nhu sau:




About X

Hoc lieu ©
URL*
https://bookworm.lic.vnu.edu.vn/DefaultSearch.aspx?ld=8 ©)

*Make sure you're only TINKING 1O SIes that start with 'https://* and contain trustworthy web content.

That way, you and your team can stay secure.

Post to the channel about this tab Back
6. Tai tai liu 1én 16p hoc
Tai giao dién cua tab Posts: chon Upload Class Material (Tai 1én tai li€u 16p hoc)

< All teams n General Posts Files Class Notebook Assignments Grades -+

Huéng din sir dung M... =

Welcome to Huéng dan st dung MS Teams

General Choose where you want to start
T )
Lf ]
\ / | .
Upload Class Materials Set up Class Notebook
day
& Dy Phiing Xudn has added Phuong Vi Hai and 3 others to the team
Start a new conversation T)‘Dv? @ to mention someone.

Y CO@BR & B 9 -

Chon Upload (Tai 1én) => Chon dudng din dén file can tai 1én va nhin Open (Mo)

®Te



‘ General Posts Files Class Notebook Assignments Grades

+ New ™ T Upload @ Copy link v Download |- Add cloud storage  --- = All Documents
General
M Name Modified | Modified By
Class Materials Du Phung Xuan
& Open X
<« v 1t ‘r > ThisPC > Downloads v O Search Downloads yel
Organize v New folder == v [H 0
+ [ This PC ~ Name Date mcdlfled . T* ~
- ay My Shsesss s semuesy wuss v sav Ssaee o . oo v
) 3D Objects @ quy-trinh-va-huong-dan-dao-tao-tren-... PI
I Desktop 113 Huéng dan tao tai khodn Office 365 M
[£| Documents v Last week (9)
> ; Downloads @ 25.12.Bao cao giao ban _BCL nam 2019 M
D Music @) thu gl cac don vi M v
=7 Dirtuirac M B 2
File name: | v| |AnFiles ¢ v

7. Giang bai truc tuyén

Bwéc 1: Vao channel General hodc channel ma giang vién mudn to chirc budi
giang/buoi thao luan tryc tuyén. Tai box cac bi€u tugng phia cudi trang, chon bi€u tuong
Meet Now/Hop ngay (hinh chiéc camera)

teams n General Posts Files Class Notebook Assignments Grades -+

Huéng din sir dung M...
Welcome to Huéng dan st dung MS Teams

General i
Choose where you want to start

Chon Hop
ngay (Meet aL f =1
now) dé bat
dau gi m £ ormued

Upload Class Materials Set up Class Notebook

3 added Phuong Vi Hal and 3 others 1o the team

Budére 2: Nhap viao thong tin cia phién giang truc tuyén (1) > Click Hop ngay/Meet
Now (2) dé bat dau 1én 16p. Gido vién c6 thé bat/tit camera (3), ciing c6 thé 1én lich giang



day "Lén lich cudc hop" (4). Thong thuong gido vién s€ 1én lich gidng day theo lich trong
thoi khoa biéu, sau khi 1én lich, céc sinh vién cua 16p hoc s€ nhan duogc thong bao dé tham
gia dang gio (xem hinh minh hoa tiép sau ddy)

Hinh anh Ién lich cudc hop

Online Chuong 1

Hop ngay

O Lén lich cudc hop

Microsoft Teams “

Tim ki€m hoac g6 Iénh

Cudc hop méi chitist Trgly Lap lich biéu

Mdi gio: (UTC+07:00) Bangkok, Ha N&i, Jakarta v

rT'wém tiéu gé

Thém ngudi du bat budc

25-03-2020 09:00 % 25-03-2020
Khéng lap lai

H0 trg gidng day Chung

Thém vi tri

B 7/ U S ¥ A M bdonwnv T

Nhap chi tiét cho cudc hop mdi nay

+ Tuy chon

09:30 30phat @  Cangay

i
iii
i
@
1]
g8

bong




Giao dién chinh cta phién giang truc tuyén xuat hién nhu sau:

Giai thich cac nit trong tac trong qua trinh giang day/thao luan tryc tuyén:

- Nut 1: theo ddi tong thoi gian giang bai da duoc thyc hién

- Nut 2: bat/tit camera cua giang vién. Khuyén cdo giang vién nén bat trong sudt
qua trinh giang day dé sinh vién tién theo dai

- Nt 3: bat/tat micro cia giang vién. GV luu y: dé tranh nhiéu tap 4m, gido vién co
thé tit micro ctia minh khi cho phép sinh vién phét biéu. Cha y bat lai micro trudc khi
giang tiép.

- Nt 6: hién thi/an di chtrc ning tro chuyén/twong tac trong lic giang online. GV
thudng bat noi dung niy dé trao d6i bang hinh thirc gd van ban (text) hoic chia sé cac file
hinh anh, d6 hoa cho sinh vién dé minh hoa thém cho bai giang.

- Nut 7: Hién thi/an di danh sach GV va SV dang tham gia budi hoc. Gido vién co
thé theo doi/diém danh ngudi hoc tir danh sach nay. Nhitng ngudi ndm trong danh muyc
“Currently in the meeting”’/Hién dang trong cudc hop la nhiing nguoi c6 mat.

- Nut 5: Cac thiét 1ap mo rong cho budi day truc tuyén nhu: thiét 1ap phan
ctrng/Show devide settings (dung dé thiét 1ap thiét bi video, audio); Xem ghi chu ctia budi
hop/Show meeting notes; Dé ché d6 xem toan man hinh/Enter full screen; dic biét 1a chirc
ning Ghi hinh budi giang (Start recording), dung dé luu lai bai giang (online) dé SV co
the theo dai lai.
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- Nut 4: 1a nat rat quan trong, dung dé chia sé cac n¢i dung giang day cho sinh vién, gido
vién chon churc ndng Chia sé/Share. Sau khi nhan nat Chia s¢ => Xuat hién cac nguon deé
gi4o vién chon:

PowerPoint | Duyét Bang trdng

Man hinh #1 Online Chuong 1 (Cudc... Presentation1.pptx Microsoft Whiteboard

Huéng dan st dung Mi... Freehand ctia InVision

Giai thich cac tinh nang chia sé:

+ Man hinh (2): s€ chia sé toan by man hinh, moi thao tac trén may tinh cua gido
vién s€ dugc tat ca sinh vién tham gia xem dugc;

+ Cira 50 (3): 1a nhimg cira s6 (twong dwong voi cac (g dung) dang mo ¢ trén may
tinh ma gido vién mudn chia s¢, hiy chon mét ctra s6 dé chia s¢ néu mudn;

+ PowerPoint (4): Pay 1a ngudn ndi dung duoc GV thuong sir dung nhat dé chia
sé¢ cho SV. GV c¢6 thé hia sé cac file PowerPoint hodc hién thi danh sach cac file
PowerPoint c¢6 sin & thu muc goc cia OneDrive (néu trude d6 da tai 1én file PowerPoint),
hay chon mot file dé trinh chiéu néu mudn; Néu chua cé file PowerPoint thi chon muc

“Duyét” (5) tim file PowerPoint trong may tinh va tai lén.



Sau khi mo¢ file PowerPoint, giao di¢n trong 16p hoc s€ xuét hién nhu sau:

Quy trinh ba budc phat trién Website/App

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

Trang chiéu 3/36 | > | | © Difng trinh bay
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Giang vién sir dung phim miii tén trén ban phim / click biéu twong miii tén trén man hinh
dé di chuyén qua lai giita cac slide (1, 2). GV c¢6 thé ngan khong cho sinh vién ty ¥ di
chuyén céc slide khi GV dang trinh chiéu (3). GV két thic trinh chiéu (4).

+ Bang trang (6): gitp GV chia sé bang trang dé viét nhu viét bang & trén 16p.

+ Chi y: sau khi két thiic budi hoc, bAm vao nat ba chdm [...] trén thanh cong cu, chon
“Két thiic cudc hop” dé hoan tat budi hoc va cham dut viéc ghi hinh (néu dang ghi hinh)

8. Giao bai tap cho 16p hoc
Chon tab Assignment (Bai tap), chon Create:

m General Posts Files Class Notebook Assignments Grades -

Upcoming

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

Assignment

From existing

Giang vién chon 1 trong 2 dang bai tap: ty ludn (Assignment) hodc tric nghiém
(Quiz), hoac co thé sur dung bai tap da duogc tao tur trudc (From existing), sau d6 soan ndi
dung bai tap truc tiép trén MS Office365 Teams.
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Tiéu dé, nhiém vu
cla bai tap

New assignment Discard

M6 ta nhiém vy,
Title (required)

hwéng dan bai tap
Bai tap vé nhéi /

) Add category
Instructions

Enter instryctions

binh kém cac tai
|@ Add resources I . IIéU cho SV

. pumm
Points
) C— SR o aia
No points biém cua bai tap,
&8 Add rubric 5
Tuy chon gt bai
Assign to tap cho 1 SV hoac
= N ~ ,
Hu6ng dan sif dung MS Teams =) All students o toan bd I6p
Date due Time due Thoi han lam bai
Mon, Mar 16, 2020 11:59 PM D V) tap

9. Cham diém bai tap

Do6i véi bai tap trac nghiém, diém cua sinh vién sé dugc cham tu dong bang phan
mém MS Teams. Con véi bai tap tu luan, giang vién chon tab “Grades” d€ nhap diém cho
tung sinh vién.




II. HUONG DAN HQC (DANH CHO SINH VIEN)
1. Pang nhap

- Truy cap véo dia chi https://teams.microsoft.com bang trinh duyét web, hoic mo
phén mém Microsoft Teams trén cic nén tang Windows, Mac OS, Android, iOS.

- Pé tai phan mém MS Teams vé thiét bi twong tng, truy cap vao dia chi sau:
https://products.office.com/vi-vn/microsoft-teams/download-app.

+ Nhap tai khoan (Account): email ¢4 nhan hodc email c6 dang

ma_sinh_vién@vnu.edu.vn; mat khiu (Password) va nhan Pang nhép (Sign in). Lan dau
tién dang nhap, nguoi dung can doi mat khau tai khoan mic dinh da dugc cip (tuong tu
nhu muc I.1)

2. Tham gia 16p hoc

Sau khi dang nhap thanh cong, sinh vién s& thay cac 16p hoc cua minh (véi di€u kién
la cac giang vién da tao xong 16p va thém sinh vién vao 16p, hodc sinh vién nhdp ma cua
16p hoc hodc xin vao 16p hoc va da dugc giang vién dong y).

Click chuot vao tén 1op dé tham gia vao 16p, giao dién s& hién thi nhu sau:

m Genera| Posts Files Class Notet Assignments  Grades Wiki

All teams

4080153 Thiét ké Webs...

Welcome to 4080153 Thiét ké Website

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

N

<

Gener

& Chuyen Trung Tran has addrd Le Hong Anh

~ Chuyen Trung Tran
< ?‘ ~~

Tab Posts (Pang bai): dung dé dang bai va tuong tac véi giang vién, dit ra cac ciu
hoi trao ddi hodc thao luan. Luu ¥: tai channel General, chi trao d6i nhitng van dé chung
lién quan dén ca 16p va lién quan dén bai hoc. Cac tuong tac theo ca nhan hoic nhom nho
can dugc thuc hién trong cac channel theo nhom.

Tab File (T¢p): upload hodc download file tai li¢u.
Tab Class Notebook: so tay 16p hoc.
Tab Assignment (Bai tap): [am bai tdp giang vién giao



Tab Grade: Xem diém ctia minh.
3. Tai bai giang va tai liéu tham khao

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

=

Search or type a command

< All teams n General posts Files Class Notebook Assignments  Grades  Wiki g

® Open @ Copylink & Download @ Delete +2 Pintotop -+ X 1selected = Tatca Tailieu v
¥ General
4080153 Thiét ké Webs... -
Tén D3 st 961 | Ngudi Sua dai
General
2 hidden charingls: Class Materials 4 Chuyen Trung Tran
@ {o "3 - HTML Foundations Pa= "' ==< Mestesdec gt 9:11 AM Chuyen Trung Tran
Open
k5l "4 HTML Foundations Pa at9:11 AM  Chuyen Trung Tran
Copy link
a o
o Delete
# 71- Getting Started pdf at9:10 AM  Chuyen Trung Tran
Pin to top
Rename

Open in SharePoint
Move
Copy

More

4. Tham dy bai gidng truc tuyén

Khi giang vién bat ddu 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 cdp vao phong giang bai truc tuyén do giang vién tao ra.
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The-Loc NGUYEN 10:34 PM
# | Chao cac em! Thay da dua tai liéu 1én muc "Files” ("Tép"), cac em c6 thé vao d6 d& 15y vé xem truc
s& theo thai gian nhu TKB, cic em nhd online G& tham gia dding gi&

ie

“NGUYEN TUAN ANH 10:34 PM

"A
» Vanga

< Reply

s The-Loc NGUYEN 10:36 PM
% | Scheduled a meeting

o Giang bai truc tuyén 1

Wednesday, February 19, 2020 @ 12:30 PM

e Mesting ended: 37

< Reply

Start a new conversation. Type @ to mention someone.
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5. Lam bai tap
Chon tab Assignment (Bai tap), chon bai tap can lam, sau khi lam xong thi nhéan nat
Submit

6. Xem di€ém bai tap
Sinh vién chon tab “Grades” dé¢ xem diém cac bai tap cia minh. D6i véi bai tap trac

nghiém, diém s€ dugc cham ty dong bang phan mém. Con doi voi bai tap tu ludn, di€m s€
hién thi sau khi gidng vién cham bai xong.

4080153 Thiét ké Webs... -+

General e " o Due today
vidden chany

> Completed

7. Cac lwu y trong mot budi hoc truee tuyén
7.1 Nhiing viée NEN lam

- Poc k¥ tai liéu va cac huéng dan hoc tip ma giang vién cung cip. Chuén bi sin
cac ¥ tuong, cau hoi dé tuong tac khi giang vién khuyén khich, yéu cau.

- Tham du budi hoc dung gid, ding nhap vao hé thong trude gid giang 5-10 phut
dé chuan bi, kiém tra mirc do sin sang cua trang thiét bi hoc tap (dudng mang, mic,
webcam). U tién ding may tinh c4 nhan thay vi thiét bi di dong.

- Chuan bi khong gian ngdi hoc yén tinh, di anh sang, it tap am.

- Ghim (pin) hinh anh/tén cta gidng vién dé dam bao ludn nhin thdy cac tuong tac
bang hinh anh cila giang vién (cach lam: trong danh sach ngudi tham gia budi hoc, bam
vao ddu ba chdm canh tén giang vién, chon “Pin”).

- Ty tat micro va/hodc webcam tai may tinh cia minh khi dang nghe giang hoic
khong c6 khong tuwong tac, thao luan. Trong qua trinh GV giang, ¢ thé néu trude cau hoi
& phan CHAT.

- Ngat chudng dién thoai; thoat cac tmg dung twong tac trén may tinh dé tap trung.

- Bam nut Két thuc (hinh dién thoai mau do) sau khi két thuc budi hoc.

7.2. Nhirng viéc KHONG nén lam

- Vio 16p cham, khong tap trung trong budi hoc, 6n ao trong budi hoc

- Tat micro ctia giang vién va ca 16p khi khong duoc yéu cau

- Lay quyén thuyét trinh (take control) cua giang vién khi thay/cé dang giang bai
bang slides



