Truong Pai hoc Kinh té — PHOGHN Version 1.0 Trung tam HTTT Kinh té & Quan Iy
TAI LIEU HUONG DAN SU DUNG MICROSOFT TEAMS

Trung tim HTTT Kinh té va Qudn Iy kinh gii tai ligu hwéng déan sit dung t6i cdc Quy Thiy Co
gidang vién cua Truong Dai hoc Kinh 1é - DHQGHN dé lam quen voi sw dung cong cu Microsoft
Teams trong tao nhom lam viéc va lam viéc trong nhom theo cdac cong viéc/dw an can trién khai

dong bj giiva cdc thanh vién trong nhom.

Tuy nhién, do thoi gian gdp rit nén tai liéu khéong tranh khéi thiéu sét va han ché,

Trung tim sé lién tuc update va chinh siva tai liéu hwong din nay dé givi lai cho quy thay/cé trong
thoi gian som nhat.

Trung tém trén trong cim on quy thiy co./.
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DANH CHO GIANG VIEN

1. Gi6i thiéu chung vé Microsoft Teams:
Microsoft Teams 1a mot tmg dung hd trg hoan hao cho cac cudc trd chuyén, 16p hoc online,
cac cude hop video, luu trit tép va tich hop tmg dung. Teams bao gdm video call, chia sé file, va tich

hop dugc cac add on dé phu hop véi tat ca loai hinh cong tac trong cong viéc.

Microsoft Teams dugc thiét ké cho cac nhom tuong tic cao, phdi hop chit ché v6i nhau dé hoan
thanh cong viéc. Sau khi lam theo cac huéng dan trong tai liéu nay cac can bo giang vién ctia Nha

truong s€ thuc hién dugc:

* 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 nhap tai khoan:

2.1. Huéng din Download:

Link Download: https://teams.microsoft.com/downloads

Luu y: Tdi phan mém can twong thich véi hé diéu hanh cia may tinh

Danh riéng cho cac thiy cb sir dung Windows: Mot cach kiém tra don gian xem may tinh ciia quy
thy/co 14 32 bit hay 64 bit && download Microsoft Teams phti hop: Kich chudt phai 1én biéu
tuong My Computer (win 7) hodc This PC (win 10) va chon Properties.

Pin to Quick access
® Manage

¥ Scan for viruses

Pin to Start

Map network drive...
Disconnect network drive...
Create shortcut
Delete

Rename

Properties
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Mot cira s6 méi hién 1én cac ban nhin dong System type s& biét windows minh dang dung 1a 32 hay

64 bit. Nhu hinh duéi 1a 32bit.

3 system

4 B35 Control Panel >

Control Panel Home

@ Device Manager

& Remote settings

& System protection

@ Advanced system settings

Security and Maintenance

System and Security > System

View basic information about your computer
Windows edition

Windows 10 Pro

© 2018 Microsoft Corporation. All rights reserved.

System
Processor: Intel(R) Core(TM)2 Duo CPU  E7500 @ 2.93GHz 2.93 GHz
Installed memory (RAM): 400 GB (3.25 GB usable)
System type: 32-bit Operating System, x64-based processor

Pen and Touch: No Pen or Touch Input is available for this Display

Computer name, domain and workgroup settings
Computer name: cntt_chau
Full computer name: entt_chau
Computer description:
Workgroup: oNTT

Windows activation
Windows is activated Read the Microsoft Software Licence Terms

Product ID: 00331-10000-00001-AA850

v @ | Search Control Panel »

@ Windows10

& Change settings

@ Change product key

Sau d6 quy thay/co quay lai trang web download va kich chudt trai Window 32 — bit (hodc Windown

64 — bit tiry theo hé diéu hanh may tinh cta quy thay/c6) dé download phan mém vé may tinh.

@ Download Microsoft Teamsonz X 4

C @ teamsmicrosoft.com/downloads

Get Teams on all your devices

Desktop Mobile
B8 Windows 64-bit & ios
B8 Windows 32-bit
& Mac
A Linux DEB 64-bit

A Linux RPM 64-bit

Chon Run dé tién hanh cai dat phan mém trén may tinh.

i Android
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\ . s
2 & > ThisPC > Downloads v &/ | Search Downloads p

A Name Date modified Type

#* Quick access
I Desktop <+
& Downloads #

@ AB_20E3118636
B9 Danh ba dien thoai UEB_updated 2020
B9 KPI toan truéng 2020 13.1.2020 CEMIS

% Documents # & KPIs 2020_HCTH_Final 3/6/2020214PM  Microsoft Excel 9
& Pictures * & Teams_windows 3/11/2020 9:06 AM  Application
REIH Viettel Open File - Security Warning X [pplication
TT nghiém thu
TT tién dién thoi Do you want to run this file?
VCtel
ml Name: C:\Users\GDE4\Downloads\Teams windows.exe
@ OneDrive o Publisher: Microsoft Corporation
B This PC Type: Application
30 Objects From: C:\Users\GDE4\Downloads\Teams_windows.exe
[ Desktop
| Documents
& Downloads = o
[ Always ask before opening this file
D Music
& Pictures g While files from the Internet can be useful, this file type can potentially
B Videos \'/ harm your computer. Only run software from publishers you trust.
What's the risk?

Cai dat xong, ph?m mém sé& tu dong chay va hién thi biéu tuong Microsoft Teams trén man hinh

Desktop nhu bén dudi

B¥ Microsoft

Installing Microsoft Teams

2.2. Dang nhdp tai khodn trén Microsoft Teams:
Tat ca nguoi dung trong hé thong s& duoc Trung tdm HTTT Kinh té & Quan Iy cép tai khoan:

Dbi v6i Can bo, Giang vién nha trudng:
- Tén dang nhap la ma giang vién + @ueb.edu.vn
- Mat khiu khoi tao ban diu sé& 1a: Dhkt@1234 (Luu y: Chir D la chir viét hoa)

VD: Tén ding nhdp doi véi Giang vién c¢6 ma giang vién 17010610 sé la:
17010610@ueb.edu.vn

Mt khau: Dhkt@1234

Luu y: Ma Giang vién cua Thay c6 nao co chira ky ty ddac biét thi chuyén doi tat ca vé dau

Tzl

gach duoi
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VD: ma giang vién KTPT-27/DH sé chuyén doi thanh KTPT 27 DH

Ouy thay c6 lién hé phong dao tao dé ldy tai khodn néu khéng ding nhdp dwoc:
0243754.7506 - Ext: 554 hodc email: trangdt.ueb@vnu.edu.vn

Trong lan dang nhap dau tién, quy thay/co s& phai tién hanh doi lai mat khau email: Nhiap Mat khau
khéi tao ban diu: Dhkt@1234 -> Mat khiu méi -> Xac nhén lai Mat khiu méi -> Sign in dé

két thiic qua trinh d6i mat khéu tai khoan.

Lueu y: Mt khdu mdi sé la 8 ky tw bao gom cd chir hoa, chiv thuwong, sé va ky ti

dic biét.

VD “Abc@1234”

i Ding nhap vao Microsoft Teams

B= Microsoft
twt_haiphong_2@ueb.edu.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
expired.

Current password

New password

Confirm password

3. Sir dung phin mém Microsoft Teams:

3.1. Tao cac lop hoc
- Chon Nhém -> Tham gia hodc tao nhém.Tai ddy quy thay/co c6 thé tao nhom ciia minh,

hodc kham pha cac nhom hién co.
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“ Tim kiém hoac gé Iénh @ - o x

Nhém &3 2" Tham gia hodc tao nhom

Céc nhém an

“ Tim ki€m hoic g6 1énh @ - O x
< Quay lai
Tham gia hodc tao nhém Tim kiém nhom Q
. i
Tao nhém Tham gia nhém bang ma

188 s
o+ - Nhés

VERN AR (AN TrAna nRART TS AT AT TN CA Trana HAm A e e chire

Chon Lép hoc
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Chon loai nhém

&

Lép hoc Céng dong hoc tap Nhan vién
Thio ludn, dy én nhém, bai tap chuyén nghiép (PLC) Quén tri va phét trién truang ho

Nhém lam viéc cla gidng
vign

Trung tam HTTT Kinh té & Quan Iy

1.2
s

Khéc
Cau lac bs, nhém nghién ciu
hoat dng sau gié hoc

Quy thay/co dat Tén cho Lép hoc ctia minh (Phan M6 ta c6 thé ghi hodc khong)

VD: Lép QLKT 01

Tao nhém ctia ban

Gido vién Ia chii s& hitu cia nhém I6p hoc va hoc vién tham gia v6i tu céch 13 thanh vién. M3i nhém
16p hoc cho phép ban tao cic bai tap, bai kiém tra, ghi lai y kién phan hdi cia hoc vién va cung cp

cho hoc vién khéng gian riéng tu dé ghi chu trong S6 tay 16p hoc.
Tén

L&p QLKT 01|

M8 t (tly chon)

Tao nhém béng cach sit dung nhém hién tai lam mau

Sau khi tao xong Lép hoc/Class, thiy c6 c6 thé thém sinh vién va trg giang (néu c6) vao muc dudi

nay, hodc c6 thé Bé qua/ Skip

Tuy nhién viéc thém thanh vién la sinh vién/hoc vién dwoce khuyén khich trong trwong hop khi l6p

hoc cé it ngwoi tham gia. Trung tam khuyén khich quy thay/cé ldy dwong link I6p hoc dé giri tdi cdc

thanh vién trong 16p dé chii dong tham gia vao. (Trung tam sé hwéng dan ldy link lién két ¢ phan

3.2)
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Thém ngudi vao "QLKT 01"

Hocvién  Gido vién

W ITIT_UEB X
B4t d3u nhap tén € lya chon nhom, danh séch phan phéi hay ngudi tai trudng hoc cta ban.

Sau khi quy thay/co di hoan tt viéc thém cac thanh vién, hay chon Thém -> Péng

Sau khi tao xong nhom cho 16p, giang vién c6 thé Tai Ién tai li¢u 16p hoc va Thiét 1ap so tay 16p
hoc trén kénh Chung (General) hodc chuyén tai liéu theo cic kénh trao d6i. Tai ddy, quy thay/co s&
chuyén tai liéu theo cac kénh dugc thiét ké dé sinh vién tién theo ddi va trao d6i.Theo mic dinh, mbi
nhom c6 mot kénh Chung, day 1a kénh hiéu qua dé st dung cho cac thong bao va thong tin ma ca

nhoém can. Bé thém nhiéu kénh:

4 Tim kiém hoic gé lénh m - O x
< Tit c cic nhém Lo Chung Baiding Tép ClassNotebook Baitsp Grades + ®© Nhém
Lép QLKT 01

Chao murng ban dén véi Lép QLKT 01
Chun
c Chon naoi ban muén bét dau
T2
L | -
4 7
Téi lén tai liéu 16p hoc Thiét 13p s3 tay 16p hoc
B4t d3u cudc héi thoai mi. Nhip @ dé G cap dén mét ngudi nao dé
A O@ B B Q B
=

Xac dinh ké hoach giang day va tao kénh cho Lép hoc
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Giang vién s& tao kénh sau khi xac dinh ludng cong viéc can thiét cho 16p hoc nay. Kénh giup to
chtrc cudc tro chuyén, ndi dung va cong cu cia nhom xoay quanh mot chu dé cu thé. C6 thé t6 chuc
kénh, chang han nhu theo chii dé (su kién), nguyén tac (thiét ké), du an (trién khai) hodc giai tri (ndi
dung giai tri). Giang vién (Chu s& hiru nhém) c6 thé tao kénh va cho phép trg giang tao kénh khi
can. Trong trudng hop nay, Trung tAm tao cic kénh theo cac tuan hoc nhu sau:

« Chuong 1. Tong quan
* Chuong 2:
« Kiém tra danh gia

Pé tao kénh ta nhép chudt vao diu ... bén phai tén cua Nhom va chon Thém Kénh

“ Tim kiém hodc g6 Iénh @ - o x
< T4t ca cdc nhém BB Chung Baiding Tép Class Notebook Baitip Grades —+ ® Nhém s+ |
Lép QLKT 01

& Xemnhom Chao muirng ban dén véi Lép QLKT 01
Chung - X o

& Them kénh Chon noi ban muén bét dau

& Thém thanh vién

€= R khéi nhém

T )

¢ Chinh sifa nhém i

\ |
@ Nhan lién k&t dén nhém o f .
& Quénlythé
& X6anhém Tai lén tai liéu 16p hoc Thiét 13p 53 tay 16p hoc

BAt d3u cudc héi thoai mdi. Nhap @ dé d& cap dén mét nguai nao do.

A CO@B B Q B

Luu ¥: Quy thay/co tich vao 6 Tw dong hién thi kénh nay trong danh sach kénh ciia moi ngudi
dé kénh tao ra s& dugc hién thi san trén danh sach kénh cuia cac thanh vién trong 16p.



Truong Dai hoc Kinh té - PHOGHN Version 1.0 Trung tam HTTT Kinh té & Quan Iy

Tao kénh cho nhém "Lép QLKT 01"

Tén kénh

Chuong 1.[Téng quan

M ta (tdy chon)

Gitp nhifng ngudi khac tim thay ding kénh bang cich cung c&p mé t3

Quyén riéng tu

Tiéu chudn - Hién thi véi tat cd moi ngudi trong nhém

Ty ddng hién thi kénh nay trong danh séch kénh cia moi ngudi

Hay

Giao di¢n khi tao xong Class va Channel nhu sau:

& bkl

< T4t ca cac nhém L@ Chuong 1. Téng quan Baidang Tép Ghichd + ® Nhém

LQ

Lép QLKT 01

\

Chuong 1. Téng quan

Chao mirng dén véi I6p hoc!
Hay thir @6E cap dén tén Igp hod~ *4= h- i~ 22 bt 63U mdt cubc hdi thoai.
Hém nay

78 Huyen Chau thiét I3p kénh nay d€ duoc tu dng hién thi trong danh sich kénh,

B4t d3u cudc hoi thoai mdi. Nhap @ dé a& cap dén mét ngudi nao do.

A ¢ ©@ @B d B Q - B

10
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Pé thém tai liéu theo cac kénh. Giang vién nhap chudt vao kénh tuong tmg va chon muc Tép, chon
muc Méi -> Thue muc dé tao thu muc chua tai liéu

“% Tim kiém hodc g lénh @ - 0 x

' Chuong 1. Téng quan Baidang Tép Ghichd + e

+ Méi v T Tdilen @ Sao chép lién két L Téixuéng - = TatcaTailieu v

Thu muc

Lép QLKT 01

) Tai ligu Word
D55l ddi | v Nqusi Stra 6i -

Chung S8 1am viéc Excel

Chuang 1. Téng quan | Ban trinh bay PowerPoint

S8 tay OneNote

s ® & &

Forms danh cho Excel

bat tén cho Thw muc -> kich chudt trai vao Tao

Tao thw muc

Gidi thiéu chung|

11
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Nhap chudt vao thu muc chira tai lidu dé chuyén dén thu myc nay, sau dé chon nut Tai l1én dé day tai
liéu hoac kéo tai liéu truc tiép tr Windows vao Microsoft Teams.

“ Tim kiém hoic g6 lénh e - o x

< Tétcd cac nhém Chuong 1. Téng quan Baidang Tép Ghichu + ot

+ M6i v T Téilen @ Saochéplienkét L Tiixudng @ Md trong SharePoint = T4tca Tailieu v

Chuong 1.T6ng quan > GiGi thiéu chung

Lép QLKT 01

[ Tens Dasiaddi | Ngusi Sira d8i
Chung
Chudng 1. Téng quan @ ~Gidi thieu.doc Vai gidy truée Huyen Chau

3.2. Thém sinh vién, trg gidng vao Lop hoc
Tai budc nay, giang vién xac dinh nhiing thanh vién tham gia 16p hoc. C6 2 cach dé sinh vién, trg
giang c6 thé tham gia nhém cua 16p.

Cich 1: Giang vién tién hanh thém truc tiép cac tai khoan email sinh vién, tro giang. Cach nay
thuong chi thyc hién khi s6 lugng can thém it.

“ Tim kiém hosc g6 Iénh @ - o x
< Tét ca cac nhém BN Chung Biiding Tép ClassNotebook Baitip Grades + © Nhém
Lép QLKT 01

Chao murng ban dén véi Lép QLKT 01
Chung £33 Xem nhom &

= orra s Chon nadi ban muén bét dau
Chudng 1. Téng quan B Them kénh : :

&' Thém thanh vién

€2 Rai khdi nhom

T )
¢ Chinh sita nhém 1
\ |
@ Nhan lién két dén nhém é f . S
& Quédnlythé
@ X6anhém Tai 1én tai liéu 16p hoc Thiét 13p s tay 16p hoc

B Huyen Chau 6 tao kénh Chuong 1. Téng quan. An kénh

BAt dau cudc hdi thoai mdi. Nhap @ dé dé cap dén mét ngudi nao dé.

A C O @B B Q - B

12
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Tao nhém cta ban

Giso vién 1a chii s& hitu cia nhom I6p hoc va hoc vién tham gia véi tuf cach 13 thanh vién. M3i nhom
16p hoc cho phép ban tao céc bai tap, bai kiém tra, ghi lai y kién phan hdi clia hoc vién va cung cip
cho hoc vién khéng gian riéng tu d€ ghi chd trong S8 tay I8p hoc.

Tén

Lép QLKT 01|

M8 t (tly chon)

Tao nhém bing cach st dung nhém hién tai lam miu

Cach 2: Sinh vién, tro giang chi dong tham gia nhom bang cach giri yéu cau hodc truc tiép tham gia
nhom bang cach sir dung Ma nhom ma giang vién cung cap. Bé 1am theo cach nay giang vién phai
tao Ma nhom trudc va giri email cho sinh vién biét Ma nhém nay.

Trinh tu cac budc dugc thuc hién nhu sau:

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

=

< Tat ca cac nhém
[{eln LSp QLKT 01 - ® Nhém

Thanhvién Yéucdudangchdxirly Kénh Caidst Ungdung Phantich

L6p QLKT 01 Tim kigm thanh vién Q

ho
Chung Xem nhém

mW &

Chuong 1. Téng quan Thém kénh Chc danh Dia diém The ® Vai trd

Thém thanh vién
R&i khéi nhém Chu s& hitu v
Chinh sita nh
inh sita nhém O
Nhan lién két dén nhém

Q@ N # I

Quin Iy thé

X6a nhém

=]

13
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“ Tim kiém hosc g6 lenh @ - o

< Tét ca cac nhom

KOBY [ &p QLKT 01 -+ ® Nhém
LQ

Thanhvién Yéu cdudang chdxirly Kénh Caidit Ungdung Phantich

Lép QLKT 01

» Chi dé ctia nhém Chon cht @&
Chung
» Quyén ciia thanh vién B4t tinh nang tao kénh, thém g dung, v.v.
Chudng 1. Téng quan 4 9 9 aung
» Quyén cua khéach B4t tinh nang tao kénh
> @lugt d& cap Chon ngudi c6 thé sif dung d& cap dén @nhom va @kénh
~ Maé nhém Chia sé ma nay € moi ngudi c6 thé tham gia truc tiép vao nhém- ban s& khong nhan dugc yéu
cau tham gia
Tao

Ghi chd: Khach s& khéng thé tham gia bing ma nhém

» N&i dung thi vi Cho phép cac emoji, dnh meme, 3nh GIF hoac hinh dén
» OneNote Class Notebook Quan ly tuy chon va phan s8 tay
1 R o 11 .1 TSR R 1 U —

B2. Guri email thong bao cho sinh vién véi Ma nhéom cuia 16p thong qua Email cua sinh vién (Vi du:
Ma nhém — 6zxznv9)

- B

< T4t ca cac nhém t

(ol |&p QLKT 01 - ® Nhém

Thanhvién Yéu caudang choxirly Kénh Caidst Ungdung Phantich

Lép QLKT 01

» Chii da ciia nhém Chon chi @&
Chung
) » Quyan ciia thanh vien Bat tinh nang tao kénh, thém ting dung, v.v.
Chuang 1. Téng quan o 9 9 cung.
» Quyzn cia khach B4t tinh nang tao kenh
» @lugt d& cap Chon nguéi c6 thé st dung @& cap dén @nhom va @kénh
-~ Minhém Chia s ma nay dé moi ngudi c6 thé tham gia truc tiép vao nhém- ban s& khéng nhan dudc yéu

cau tham gia

" Toanmanhinh U Patlai @ Xéa [ Saochép

Ghi chi: Khach s& khong thé tham gia bing ma nhém

N&i dung tha vi Cho phép céc emoji, anh meme, anh GIF hoac hinh dan

OneNote Class Notebook Quén Iy ty chon va phan s6 tay

3.3. Gui bai tdp cho sinh vién

Thay/C6 c6 thé giri bai tap cho sinh vién thong qua: Bai tp -> chon Create.

14
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“ Tim kiém hodc g3 lénh e - o x

Upcoming

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

Create

Click here to create a new
assignment, quiz. or repost of a

previous assignment.

Tty theo muc dich ctia Bai tap, quy thay/co lwa chon Assignment (Thao luan) hodc Quiz (Kiém tra)

“ Tim kiém hoac g& lénh @ = @ =

Upcoming

|
Don't you just love a blank slate?

Quiz Create your first assignment here.

From existing

Click here to create a new

assignment, quiz, or repost of a
previous assignment.

Sau d6 chon Lép thay/co mudn giri bai tap.

15
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Create an assignment

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

Search classes

Lép QLKT 01 v

Cancel “

Dién cac thong tin lién quan de bai tap vao cac muc phia dudi. Thay co6 co the viet cac yéu cau hoac
dinh kém file vao muc Instruction.

“ Tim ki€m hoac g lénh @ - o x

New assignment Discard Save

Title (required)

Baitap 1
) Add category

Instructions

B 7 Uwv = E &L

@ Add resources
Points

No points
&H Add rubric

Assign to

(e

Lép QLKT 01 (=) Al students

Date due Time due
Thu, Mar 12, 2020 B 11:59PM ©)

Assignment will post immediately with late tumn-ins allowed. Edit

Sau khi tao xong, bAm chon Assign. Giao dién quan 1y s& c6 dang nhu sau:

16
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“ Tim kiém hoéc g6 1énh @ - o X

Upcoming

> Drafts

 Assigned (1)

Bai tap 1
L6p QLKT 01 - Due tomorrow at 11:59 PM

> Graded

3.4. Tao meeting voi sinh vién

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

“ Tim kiém hoac gé lénh e - o X

Ngudn cap dir liéu v Y Chung Baidang Tép Class Notebook Baitdp Grades -+

e 3 Assignments d5 = Chon nai ban muén bét dau
a3
d& cap dén Lp QLK...
Lép QLKT 01> Chung
8 t3p 1| Due Mar 12

i 8" IT d3 thém ban 1034 i 1
vao Kinh t&vimo 1... \ { L 5

§ @ ITdayéuciuban 1021
tham gia cuéc hop
Thir nghiém >Bai 1 210a PO 13 2 o
g Tai lén tai liéu 16p hoc Thiét Iap s tay 16p hoc
' ITdathém ban
vao Thif nghiém )
Z]  Huyen Chau di tao kénh Chuong 1. Tdng quan. An kénh

Tin nhin doc gan day nhat

e Assignments 16:30
Bai tap 1
Due Mar 12

View assignment
© T i
B3t dau cudc hoi thoai mdi. Nhap @ dé d& cap dén mét ngudi nao d6.
A ¢ QO @B a9 - B

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

17
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Tim kiém hoac gé lénh 0 - O X

Moi ngusi X

MG&i ngudi nao dé @
Hién dang tham gia cudc hop nay (1)

IT IT_UEB
|} -
£33 Hién thi cai dat thiét bi @ Ngui td chic

B Hién thi ghi chi cuéc hop

3 Chuyén sang ché d6 toan man hinh

7 Bét dau video véi ch& d6 Iam m&

Bat cha thich truc tiép (ban xem truéc, chi c6 bing ti€ng Anh My)
i Ban phim

© Bt d3u ghi

(A4 Tit video dén

Invite pecopic w juni you

03d g & [ e F g

Video sau khi dugc ghi lai s€ duoc luu trong muc Stream dé co thé tai vé hodc chia sé voi cac thiét
bi khac

MOT SO LINK THAM KHAO THEM VE MS TEAMS

Kich hoat tai khoan Office 365 trong lan dau tién:
https://'www.youtube.com/watch?v=JIz20AYgmrc&t=935s

Download va cai dat Microsoft Teams: https://www.youtube.com/watch?v=keSBVLIEOX4&t=17s

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

Tao mot cudc th/buéi hoc trén Microsoft Teams:
https..//www.youtube.com/watch?v=IkH9WUxcK 8&t=1s

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

Slide bai giang hudng din sir dung hé thong Team: https://mseduvn-
my.sharepoint.com/:p:/g/personal/minh nh msedu edu vn/EZY eaoZ-
11IrD_AlieCzgcBjdZckZFc2Q1U7jUwlIUB0zA?e=RSmgqX

Hudng dan cai dit va dang nhap Teams trén may tinh va dién thoai:
https://www.google.com/url?g=https://mseduvn-

18
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my.sharepoint.com/:b:/g/personal/minh_nh_msedu_edu_vn/EY?2Bz4aj4z51h3h78xxEKoIBEd1LNhn
p8rDINiQ41PcoCg?e%3DIj6lya&source=gmail&ust=1584007536067000&usg=AFQjCNF-
BSUnvFgHOw1dwq9Flk7h3gBa8w

Hudng dan tham gia mot cudc hop: https://mseduvn-
my.sharepoint.com/:w:/g/personal/minh_nh_msedu_edu_vn/EWpeQdKhTm1MgixTzNfwQIl4BZeP
GSj369ymSU2WICAxANg?e=0Qzu7i

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

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

Céc thong tin hd tro, thay c6 vui long lién hé:

Trung tim Hé thong Thong tin Kinh té va Quan ly (CEMIS)
Truong Pai hoc Kinh té - Pai hoc Qudc Gia Ha Nbi.

Dia chi: Phong 403 nha E4, 144 Xuan Thuy - Cau Gidy - Ha Noi
Email: it_ueb@yvnu.vn

Dién thoai: 04.37547506 May 1¢ 405

Website: http://cemis.ueb.edu.vn

Truong Tuan Anh: 024.37547506 may 1é 405
Lam Tang Doan: 024.37547506 may 1¢ 425
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TAI LIEU HUONG DAN GIAI TRINH GIANG DAY ONLINE

Link Dang nhdp: http:/giangvien.ueb.edu.vn/

Budce 1:

- Quy thay/co ding nhap bang tai khoan 1a Ma Giang vién do phong Pao tao cung cap

(Ma Gidng vién nay da dwgc phong Pao tao cdp cho quy thay/cé vao Ky I nam hoc 2019-2020).

- Trong lan dang nhap dau tién nay, quy thay/co dé trong phan Password va an Pang nhap.
Zimbra: Hop thu dén X @ Signhn x NEE = X

€ 5 C A Notseare

giangvien.ueb.edu.vn/Loginaspx v @ :

,_E
=

PAI HOC QUOC GIA HA NOI

TRUONG DAI HOC KINH TE

'VNU UNIVERSITY OF ECONOMICS AND BUSINESS

DANG NHAP

56 hotline trg gidp ky thust: 0948612606

Trong I3n d3u ding nhap chi cdn nhap m3 gidng vién
Néu quén mat khdu dang nhap thi lién hé phang nhan
su hoic phéng do tao A& reset

‘99999999{

Ding nhap

10:11 AM
A BNNG oy [

Buéc 2: Quy thay/co nhap Mat khau, Email VNU ciia quy thay/cé va S6 dién thoai ca nhan dé
sir dung cho nhing lan dang nhép tiép theo. Sau khi nhap xong thong tin, quy thay/co 4n Submit.

Luu y: Trong trwong hop quén Mat khau, quy thay/cé hdy lién hé véi phong Nhin sw dé reset mdt
khau.
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B Gidng vien - UEB x  + = X

~taikhoan * @

< C A Notsecure | giangvien.ueb.eduvn/default.aspx

L ISR L] UNG DUNG
3? VNU UNIVERSITY OF‘ECONO}‘AICS AND BUSINESS cHO GIANG VIEN

# Théi khéa biéu Dai hoc Sau Pai hoc Théng ké gi& giang Tai khoan & Mat khau

Trong lan ddng nhdp dau tién, Gidng vién can nhdp mdt khau dé sir dung cho nhimg lan dang nhap tiép theo
Néu quén mat khdu vui long lién hé voi phong Nhén su dé reset mat khdu
Mat khau

Email

S6 dién thoai

SUBMIT

L A Ldx NG bt [

3/12/2020

Tai day, quy thay/co an OK dé xac nhan viéc cap nhat da thanh cong.

@® giangvienueb.eduvn/defaultasy X+ = X

< X @ Notsecure | giangvien.ueb.eduvn/default.aspx?

giangvien.ueb.edu.vn says

Cap nhat thanh cong!

L A Tdx ENG
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Buwére 3:

- Quy thay/co kich chuot trai vao Thoi khoa biéu Pai hoe hodc Sau Pai hoc

- Lua chon Tuan va Thir ma thay/co6 muon giai trinh -> chon Xem thoi khoa biéu
B Gidng vien - UEB X @ thongkegiogianguebeduvn/de: X | + - X
<« C  ® Not secure | giangvien.ueb.edu.vn/default.aspx?webdvn=tkb&tuanhoc=1&ithu=4 * @

DAT HOC QUOHC GIA HA NOI WG DUNG
E TRUONG BDAI HOC KINH TE y

> P
NG VNU UNIVERSITY OF ECONOMICS AND BUSINESS cHo GIANG VIEN

“ Thoi khéa biéu Pai hoc Sau Pai hoc Théng ké gi& giang Tai khoan & Mat khau

THO1 KHOA BIEU DAI HOC HOC KY Il NAM HOC 2019 - 2020 - XEM THEO NGAY

Tuan Tha

XEM THOI KHOA BIEU

kthic ¢|Phong ¢ [S.s6 ¥|Hoc phan ¢ [Guvign1 ¢ |Gvién2 ¥ |GV3 v|GV4 ¥|Cham cing ¥ |Giditrioh 9 |GV G.trinh

AM

3/12/2020

B Gizng vien - UEB X @ thongkegiogiang.uebeduvn/de’ X | +

<« C @ Notsecure | giangvien.ueb.eduvn/defaultaspx?webdvn=tkb&tuanhoc=1&tthu=4 e 0

E DAISI(\)IC Qubdc GIA HA NOﬁI UNG DUNG
? TRUONG DAI HOCKINH T A =
3? ‘VNU UNIVERSITY OF.ECONOEVIICS AND BUSINESS cHo GIANG VIEN

# Thai khéa biéu Pai hoc Sau Dai hoc Théng ké gi& giang Tai khoan & Mat khau

THOI KHOA BIEU DAI HOC HOC KY 11 NAM HOC 2019 - 2020 - XEM THEO NGAY

Tuan Tha
XEM THOI KHOA BIEU

= ¥ | Ngay ? |Tiétb.ddu v | Tiétk G.wiénl ¢ |G.vién2 ¥ |GV3 ¥|GV4 ¥| Chim cdng ¢ | Giai trinh ¥ | GV G.trinh
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vién - UEB X @ thongkegiogiangueb.eduvn/de’ X | +
bdvn=tkb&tuanhoc=18thu=4

@ cine
.

giangvien.ueb.edu.vn/default.as

C  ® Notsecure

DAT HOC QUOC GIA HA NOI
TRUONG PAI HOC KINH TE

VNU UNIVERSITY OF ECONOMICS AND BUSINESS

Thai khéa biéu Pai hoc Sau Pai hoc

THO1 KHOA BIEU DAI HOC HOC KY Il NAM HOC 2019 - 2020 - XEM THEO NGAY

Tuan Thar

¥ | Tiétb.ddu v | Tiét k.thic ¢|Phong ¥ [S.s5 ¥|Hoc phan ? |Gvien1 v |Guitn2 ¢

"

v | Noay

Tai day, trinh duyét s& hién ra cac thong tin ctia budi giang
trinh D4y online dé thuc hién viéc giai trinh

23

Théng ké gi& giang

B Gidng vién - UEB X @ thongk s x| +
<« c O e | giangvienueb.edum, " 1
“ Théi khéa biéu Dai hoc Sau Dai hoc Théng ké gitr giang
THO1 KHOA BIEU DAI HOC HOC KY Il NAM HOC 2019 - 2020 - XEM THEO NGAY
Tuar Tha
XEM THO! KHO.
. v [Tetbdiu v | Tetithic v| phong v | 5.5 v Hoc pri v [Guin1 v |Guitnz v | ovs
Eilaie osrov020
Page 1of 1 (1 i

Trung tam HTTT Kinh té & Quan Iy

UNG DUNG
CHO GIANG VIEN

Tai khoan & Mat khau

Sl XEM THOI KHOA BIEU

GV3 9|GV4 v|Cham céng ¥ | Gisitrinh ¢ | GV G.trinh

854 AM

3/12/2020

]

L A TJdx ENG

day. Quy thay/co kich chudt trai vao Giai

Tai khoan & Mt khau

354 AN
Ao gl
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O day quy thay/co nhap Pa day online vao dong Giai trinh va nhip Link video giang day vao
phan Link video minh chirng (Link nay quy thay/cé ldy trong phan Stream ciia Microsoft Teams).
Sau d6, quy thay/co kich chudt trai vao Submit dé hoan tat viéc giai trinh giang day online ctia
minh.

wbra: Hp thy 80 x x @ x| + - 8 x
c>c o h J * @
P Thei khéa bigu Dai hoc Sau Dai hoc Théng ké gies gidng Tai khoan & Mat khiu
i
Link video minh chimg
SUBMIT
« [rabam + [ratk T n v v] o T|oinan v o + [remb v [omae v
s |1 om0 oy coee ]
Pooe Lot 1 (1 e i a

Céch Thay c6 lay link video sau khi ghi hinh, click vao dau 3 chdm bén canh video va chon lay lién
két sau d6 copy lién két dan vao phan giai trinh trén phdn mém thong ké gio giang.

Microsoft Teams Tim kiém hoac gé lénh

Chiing t6i da gap su c8. Pang két néi lai...
< T4&t ca cac nhém

@ Chung Baiding Tép Class Notebook Baitdp Grades 2tabkhic~ -+ ® Nhém

chuno Chao mirng ban dén véi a

Chon nai ban muén bat dau

’ M@& trong Microsoft Stream

Chia sé

(PN

L3y lién két
Dat muc nay thanh tab

Tim hiéu thém

B o .

Bao céo su cS

(=1} Cudc hop da két thuc: 43 giay o

Cuéc hop

Bugc ghi 4m bdi: Doan Lim

B&t d3u cudc héi thoai mdi. Nhap @ d€ dé cap dén mét ngudi nao dé.
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