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V& viéc sir dung phan mém Microsoft Teams
tham gia 16p hoc truc tuyén cho sinh vién tai Co sé II

Pé viéc st dung phan mém MS Teams trong hoc tip truc tuyén cta sinh vién
duoc thuan loi, Ban Thong tin- Thu vién xin hudng dan cach st dung thé nhu sau:

1. Pang ky tai khoan

Trung tim Cong nghé thong tin di tao tai khoan cho tat ca sinh vién tai Co s II
truong Pai hoc Ngoai thuong tai khoan ding nhap phan mém Microsoft Teams (MS
Teams). Dé kiém tra thong tin tai khoan MS Teams, sinh vién can phai kiém tra thong
tin trén website: http://tracuuthongtin.ftu.edu.vn/ (vui long nhép tai khoan Ms Teams
theo cu phap khoa.mssv@ftu.edu.vn);

Luu y: d6i v6i truong hop chua c6 tai khoan, vui long lién hé hd tro ki thuét vé
tai khoan cia Trung tam CNTT: Mai Ngoc Tam — 0974.656.887 va Lai Phudc Duc —
0938.064.813.

2. Tai phin mém Microsoft Teams

Nguoi dung c6 thé st dung Microsoft Teams trén 03 nén tang: desktop, web va
mobile; cac giao dién trén 03 nén tang nay tuwong duong nhau;

Nguoi dung vui long truy cdp vao link sau dé tai ung cac dung MS Teams trén
ttng nén tang twong Gng:  https:/products.office.com/vi-vn/microsoft-
teams/download-app.

3. Khéi dong MS Teams va giao dién chinh

Buorc 1: Khéi dong MS Teams

béi véi giao di¢n website, nhap vao dia chi: http://teams.microsoft.com/;

Déi véi giao dién Desktop click vao biéu twong cia MS Teams trén man hinh sau
khi d4 tai va cai dat phan mém MS Teams hodc tim kiém trong search rdi nhép tir khoa
“Microsoft Teams”.

Budc 2: Dang nhap vao tai khoan

Emter yowur vworl, school,
=r Microsoft accouwunt.
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http://teams.microsoft.com/

Buwoe 3: Nhap mat khau

EfF Log in to Microsoft Teams — 1 >

B Microsoft

< maingoctam.cs2@ftu.edu.wvn
Enter password

Password

Forgotten my password

Buwoc 4: Giao dién Home cia MS Teams
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Giai thich:

(1) Pay 1a noi ngudi dung s& nhin thiy cac théng bao vé hoat dong cta minh,

chat riéng tu, teams, meeting, files va cac img dung;

(2) Quan ly chat véi cac thanh vién;

(3) Quan ly Teams nhu thém cidc Team (twong Ung véi mon hoc), thém cac
chanel (twong ung véi cac 16p hoc) ¢ trong Team, phan niy ciing 1 chirc ning chinh
lién quan hop truc tuyén va quan 1y 16p hoc truc tiép.;

(4) Quan 1y cac bai tap, bai thi, tai liéu hop truc tuyén;

(5) Thuc hién cac cudc goi truc tiép;

(6) Quan 1y cac tiép lién quan vé tai khoan;

(7) Quan 1y tai khoan c& nhan (hinh dai di¢n, cai dat tai khoan).

4. Tham gia 16p hoc truc tuyén: c6 3 cach tham gia 16p hoc truc tuyén, cu thé
nhu sau

4.1 Dung link URL dé vao phong thi true tiép (Sinh vién nén sir dung cich nay
dé tiét kiém thoi gian)



Buéc 1: Click vao link URL cua Cot “Phong thi MS Teams” tuong tng véi Ma
16p, Ma hoc phén, Tén hoc phﬁn va Ca thi cta sinh vién theo file mém Lich thi do Ban
Quan 1y dao tao cong b trén website tin chi dé vao phong thi tric tuyén.
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Stay better connected with the Teams desktop app

Download the Windows app Use the web app instead

Already have the Teams sppi Launch it new
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- Hé thdng s& chuyén dén giao dién nhu hinh trén:

+ Click nut Cancel

+ Sau do6 click vao nat Use the web app instead.

- Pang nhap tai khoan MS Teams da duoc cung cap
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B Microsoft
chutichcs2001 & ftu.edu.vn

More information reqguired

Your organization needs more nformation to keep
Wour account secure

Use a different account

Learmn more
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Tai budc nay click Next dé tiép tuc.

Keep your account secure

Your organization reguires you to set up the following metheods of proving who you are.

Phone

You can prove who you are by answering a call on your phone or texting a code to your phone,

What phone number would you like to us=?

Il_lnited States (+1) e Enter phone number

'-'_6,:' Text me a code

{’_) Zall me=

Meszage and data rates may apply. Choosimg BMext means that you agree to the Terms of ssrvice and Privacy
and cookies statement
I want to set up a different method Skip setup

Click Skip setup dé bo qua budc xéc thyc.
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Microsoft Teams @ Search

Al taams ' General Fosts Files  Class Moiebook  Assignments  Grades
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ML20-KETO1-Tin Hoc Bai Cu... -
Welcome to ML20-KET01-Tin Hoc Bai Cuong

Try @mentioning the class name or student names to start a conversation.
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- Sau d6 hé thdng sé& truy cép truc tiép vao Teams dang dién ra.
- Néu cudc hop di start (s& do giang vién thuc hién) s& thy biéu tuong nhu sau:
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Click vao nut Join dé két ndi tham gia vao 16p hoc
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Microsoft Teams
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- Xuét hién giao di¢n thiét lap (bat/tét microphone, bat/tat camera)
- Sau khi thiét 1ap xong thi click vao Join now dé tham gia vao.
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Buwée 2: Tham gia hoc
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Giai thich:

(1) Tab Teams: Chira phong hoc twong tng v6i thoi khoa biéu hoc tap

(2) Menu Posts: Hién thi tat ca cac hoat dong ciia phong hoc tuwong tic giita
giang vién va tat ca sinh vién trong 16p: dudng dan diém danh, dudng dan chira bai thi
tu luén, tiéu luan, bao cdo nhom, trac nghiém...

(3) Join: Click vao Join dé tham gia vao 16p hoc truc tuyén

4.2 Chon phong thi trong phan mém MS Teams

Buworc 1: Sau khi dang nhdp vao MS Teams, sinh vién click vao tab Teams chon
16p hoc phii hop vai thoi khoa biéu do Ban QLDT cong bd trén website tin chi dé vao
16p hoc truc tuyén.

Giai thich:

(1) Tab Teams: Quan 1y tat ca cac 16p hoc di duoc tao theo thoi khoa biéu cia
Ban QLDT cung cip

(2) Lép hoc trwe tuyén: Chon 16p hoc phu hop voi thoi khéa biéu ciia Ban
QLDT cung cap



Buwoc 2: Tham gia thi twong ty nhu muc 4.1.

4.3 Tham gia 16p hoc bing Team Code (tiy theo nhu cau vé bao mat caa 16p
hoc ma gidng vién s& sir dung bang hinh thirc nay)

Buwéc I: sau khi truy cap vao giao dién ctia phan mém MS Teams trén trinh duyét
nhu sau:

Microsoft Teams
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Giai thich

(1) Click vao menu Teams;

(2) Click vao nut Join or create team.

Buwéc 2: Nhap team code vao 6 Enter code do giang vién cung cip dé tham gia
16p hoc

Microsoft Teams
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Buwéc 3: Khi vao bén trong team thi s& thiy meeting nhu trong hinh va click Join
dé tham gia vao su kién truc tuyén.
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Huéng ddn nay c6 hiéu hec ké tir ngay ky. Khi Nha trwong ban hanh cdc quy
dinh, huong dan méi, Ban TT-TV ¢6 trdch nhiém dé xudt bo sung, sua doi Huong dan
nay cho phit hop véi cdc quy dinh, hiréng dan méi. Trong thoi gian Co sé Il chiea ban
hanh van ban bé sung, sua doi, sinh vién cé trach nhiém thwc hién theo cdc quy dinh,
hwéng dan ciia Nha nwée, Nha truong.

Ban Gidm doc Co sé II giao nhiém vu cho Ban TT-TV la dau méi tiép nhdn cdc
kién déng gép vé vwbng mdc phdt sinh trong qud trinh thwe hién Huwdng dan nay; chi
dong ra sodt, doi chiéu Huéng dan ndy véi cdc hudng dan cong tic cia Co sé II ¢é
lién quan, kip thoi bdo cdo Ban Gidm doc ban hanh hiéng dan bo sung./.
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