TAI LIEU
HUONG DAN SU DUNG

MICROSOFT TEAMS

1. DPANG NHAP TAlI KHOAN VA CAP NHAT THONG TIN

- Bwéc 1: Truy cap trang chud Microsoft Teams hoac cai dat &wng dung. St dung 1
trong 2 lya chon sau:
e Lwa chon 1: Pang nhap tryc tiép trén website

Truy cap dia chi: https://teams.microsoft.com/

e Lwachon 2: Tai 'ng dung vé may tinh tai:
https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-

app
Va thwc hién cai dat vao may tinh.

- Bwéc 2: Tién hanh dang nhap tai khoan véi théng tin dang nhap (tén tai khoan va
mat khau) da dwoc glri vao e-mail.

e Nhap tén tai khoan
=" Microsoft
Sign in

1524801040079 @student.tdmu.edu.vn

No account? Create one!
Can't access your account?

Sign-in options

Hinh 1. Nhép tén tai khodn (username)

Tai liéu Hwéng dén St dung Microsoft Teams


https://teams.microsoft.com/
https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app
https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app

Trwong Pai hoc Thd Dau Mét Chuwong trinh E-Learning

e Nhap mat khau
B8 Microsoft
& 1524801040079@student.tdmu.edu.vn

Enter password

Forgot my password

Hinh 2. Nhdp mat khéu (password)
Lweu y: Néu sinh vién khéng nhan dwoc thdng tin ddng nhap trong e-mail, sinh vién cé thé
tw dang nhap véi théng tin sau:
Tén tai khoan (username): mssv@student.tdmu.edu.vn
M4t khdu (password): Tén?NgaySinh@5S4CudiMSSV

(Trong d6: mssv la ma sé sinh vién)
Vi du: Sinh vién Nguyén Van Nam, Sinh ngay: 17/03/1997, MSSV: 2024801040079 thi
dang nhép tai khoan nhw sau:
Tén tai khoan (username): 2024801040079@student.tdmu.edu.vn
M4t khdu (password): Nam?17031997@40079
- Bwéc 3: Tién hanh cap nhat mat khdu maéi. Mat khdu méi bao goém sé, chi thuéng,

chir hoa va ky tw dac biét. Co do dai tir 8 dén 256 ky tw

% Microsoft
1524801040079@student.tdmu.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.

Hinh 3. Cép nhdp mat khdu mdi
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Trong do:
- Current password: mat khau hién tai
- New password: mat khau méi
- Confirm password: nhap lai mat khau maéi
Lwu y: Mat khdu méi bao gém chif thuong, chi hoa, sé va ky tw déc biét c6 dé dai
ter 8 dén 256 ky tu.
- Bwéc 4: Cap nhat thong tin bdo mat gébm: e-mail va sé dién thoai. Dung dé tw khoi
phuc mat khau khi quén mat khau.
e Tai muc “More information required”, chon “Next” dé tiép tuc cap nhat bao mat
cho tai khoan

% Microsoft
15248010400799@student.tdmu.edu.vn

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more

e

Hinh 4. Man hinh yéu céu cép nhét thém théng tin

e Lan lwot cap nhat sb dién thoai (muc s 1), cap nhat e-mail (muc sé 2) va
nhan chon “finish” dé két thic qua trinh cap nhat

B= Microsoft 15248010400799@student.tdmu.edu.vn

don't lose 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 1 of the options below.

o Authentication Phone is not configured.|Set it up now 1

o Authentication Email is not conﬁgured. 2

Hinh 5. Cac budc cdp nhét théng tin bdo mat
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e Cap nhat sb dién thoai: tai muc “Select your country or region”, chon “Vietnam
(+84)”; tai muc “Enter your authencation phone number”, nhap sb dién thoai
cta ban; nhan chon “text me” va kiém tra tin nhan kém ma xac thyc dwoc guvi

vé dién thoai cla ban

don't lose access to your account!

Please verify your authentication phone number below.

Authentication phone

Vietham (+84) v

0812345678

text me call me

Hinh 6. Nhdp cdc théng tin dé cdp nhét sé dién thoai

e Nhap ma xac thwc va nhan chon “verify” d& xac thwc sb dién thoai

don't lose access to your account!

Please verify your authentication phone number below.

Authentication phone

081725

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

Hinh 7. Nhép ma xdc minh va xdc minh sé dién thoai

e Tuwong tw nhw bwéc cap nhat sb dién thoai, tai muc “Authencation Email is

not configured”, chon “Set it up now” dé tién hanh cap nhat e-mail
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don't lose 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.

0 Authentication Phone is set to +84 08 Change

o Authentication Email is not configured]Set it up now

Hinh 8. Cép nhdt théng tin e-mail

e Dién dia chi e-mail ca nhan tai muc “Authencation Email” va chon “email me”
dé nhan ma xac thuc

don't lose access to your account!

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

Authentication Email

tanloi.github@gmail.com

email me

e Kiém tra hop thw dén dé& nhan ma xac thuc

Hinh 9. bién dia chi e-mail cé nhén

Trusng Dai hoc Thi Dau Mét (Thu Dau Mot University) account email verification & 2
code Hop thu dén x

msonlineservicesteam@microsoftonline.com

22:34 (0 phut trwée) YTy
16i t6i

Verify your email address

Thanks for verifying your 15248010400799@student.tdmu.edu.vn account!

| Your code is: 008604 |

Sincerely,
Trudng Bai hoc Thi Dau Mét (Thu Dau Mot University)

Microsoft Corporation | One Microsoft Way Redmond, WA 98052-6399

.
This message was sent from an unmonitored email address. Please do not reply to this message. Mlc rosoﬂ

Privacy | Legal

Hinh 10. Kiém tra hép thu va nhdn ma xdc thuc
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e Nhap ma xac thwce, va chon “verify” dé xac thuc dia chi e-mail
don't lose access to your account!

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

Authentication Email

tanloi.github@gmail.com

We've sent an email message containing a verification code to your inbox.

Hinh 11. Nhédp méd xdc thuc va tién hanh xdc thuc e-mail

e Chon “finish” @& két thic qué trinh cap nhat thdng tin bao mat
don't lose 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.
0 Authentication Phone is set to +84 Change

0 Authentication Email is set to tanloi.github@gmail.com. Change

finish cancel

Hinh 12. Két thuc qud trinh cdp nhét théng tin

Sau khi dang nhap thanh céng, giao dién chinh nhw sau:

Microsoft Teams @ i —

Choose a class

Search classes Q

4 June: Q&A session

B [E-learning] Tap hudn Online Course Design (ONCDW) - Bang Pham Hifu Thio
[KINH TE] - NGAY HOI KHOA HOC CAN BO, GIANG VIEN TRE VA HOC VIEN CA.
[KY THUAT - CONG NGHE] - NGAY HOI KHOA HOC CAN BO, GIANG VIEN TRE ...
m [MY THUAT - AM NHAC] - NGAY HOI KHOA HOC CAN BO, GIANG VIEN TRE VA...

[NGOAI NGU] - NGAY HOI KHOA HOC CAN B0, GIANG VIEN TRE VA HOC VIEN.

Hinh 13. Giao dién man hinh chinh cua Microsoft Teams
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2.CACH TRUY CAP VAO PHONG HOC TRUC TUYEN

DPé tham gia vao phong hoc tryc tuyén, cac ban Sinh vién sé& dwoc Gidng vién phu
trach hoc phan cung cadp Ma nhom (Team Code) hodc Lién két. Trong trwérng hop Sinh
vién khéng c6 M& nhom (Team Code) hodc Lién két, Sinh vién lién hé truc tiép voi
Giang vién phu trach hoc phan.

Sinh vién c6 thé truy cap vao phong hoc bang 2 cach:

e Cach 1: Truy cap bang Ma nhém (Team Code)
- Bwéc 1: Thuwc hién sao chép Ma nhom (Team Code)
-  Bwéc 2: Nhap Ma nhom (Team Code)

+ Truy cap dén muc nhap Ma nhém

Microsoft feams & it

Teams Y = " Join or create team

(™ ({{de™ (1(de™ ((CCam ((CEm

— — — | SRS —
Session 1: Smart Session 2: Deep Learning Session 3: Artifical Session 4: |OT Acosystem Session 5: Signal Processing
Manufacturing — Industr... for Intelligent Systems Intelligent and Machine... and Application & Network Communication

1
((CEm (f{de™ ((CCan 5 g
—— —— —
Session 6: Advances in Session 7: Wireless Sensor [KY THUAT - CONG [KINH TE] - NGAY HOI

4 June: Q&A session

Modern Al and Healthcar... Network and Applications NGHE] - NGAY HOI KH... KHOA HOC CAN BJ,...

‘;;;m;, *;Q(éi‘\«?; Mwuﬂ ¥h’n‘h’(‘»3‘ _m;:."ua.

Hinh 14. Cac bwdc truy cdp dén muc nhdp ma nhém
(1): Chon muc Teams (Nhom)

(2): Chon Join or create team (Tham gia hodc tao nhom)

Tai liéu Hwéng dan Sdrdung Microsoft Teams
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+ Nh&p Ma nhém (Team Code) vao khung va chon Join team (Tham gia nhom)

Join or create a team

T
Create a team Join a team with a code
. . . rg913hy
Bring everyone together and get to work! Join team

Hinh 15. Man hinh muc nhdp mé nhém
Khuyén nghi Sinh vién nén sao chép (copy) ma nhoém va dan (paste) vao khung
nhap dé tranh sai sot.
- Bwéc 3: Tham gia phong hop tryc tuyén
+ Chon dung vao budi hoc ma Giang vién da I&n lich s&n (6 mau tim)

Microsoft Teams = e n

< Allteams “¥.= General Posts Files Class Notebook Assignments Grades -+ ® Team

W L ' ~—1
\ i )
4 l L

Kiém thir Hé théng - N... -

General Upload Class Materials Find help & training

Today
é‘ Pai hoc Thu Dau Mét has added Hoang Quang Théi and 7 others to the team.
i Dai hoc Thu Dau Mét has added V& Thi Ngoc Trém to the team.
&35  Pham Hoai Hung - Administrator changed team description.
Y Dai hoc Thi Dau Mét  2:13 PM

"% | Ngay hdi Khoa hoc ""Day hoc trai nghiém - Nhirng van deé li ludn va thuc tién”
Thai gian: 14:00 - 15:30, ngay 18 thang 06 nam 2020

ﬂ Ngay héi Khoa hoc "*Day hoc trai nghiém — Nhiing van dé Ii luan va thuc tién"

Thursday, June 18, 2020 @ 2:00 PM

Start a new conversation. Type @ to mention someone.

A ¢ O W B X Q B

Hinh 16. Man hinh buéi hoc cédn tham gia
Trong trwdng hop, Gidng vién chwa I&n lich budi hoc, Sinh vién lién hé truc tiép véi

Giang vién phu trach hoc phan dé dwoc huwéng dan chi tiét

Tai liéu Hwéng dan Sdrdung Microsoft Teams
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+ Nhan chon nat Join (Tham gia)

Microsoft Teams @ Search or type a command

Ngay héi Khoa hoc "“Day hoc trai nghiém - Nhirn... Chat Details

~+ Add to calendar

Tracking

June 18, 2020 2:00 PM - 3:30 PM ~.. bai hoc Thi Dau Mét

Organizer

=] ¥ Kiém thif Hé théng - Ngay héi Khoa hoc “Day hoc trai nghiém — Nhitng vén dé If luanva thy... > General
Q

iil

Ngay héi Khoa hoc "“Day hoc trai nghiém — Nhirng van dé
li luan va thuc tien”
Thei gian: 14:00 - 15:30, ngay 18 thang 06 nam 2020

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

Hinh 17. Man hinh dé tham gia su kién
+ Nhan chon Join now (Tham gia ngay)
Truée khi nhan chon Join now, dé tranh gay 6n ao cho phong truc tuyén va dnh
huwéng dén moi nguoi tham gia, Sinh vién nén tat micro va sau dé chon Join now
dé vao phong (theo nhw dnh huwéng dan bén duéi)

Microsoft Teams 4 Search or type a command

our audio and video settings for
Ngay héi Khoa hoc "“Day hoc trai nghiém — Nhirng van deé li luén
va thuc tién”

Join now

w@ ¥@)

Other join options

%) Audio off %] Add aroom

Hinh 18. Man hinh thiét Iap co bdn trudc khi vao phong truc tuyén

Tai liéu Hwéng dan Sdrdung Microsoft Teams
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- Bwéc 4: Cach bat/tat cac tinh ndng trong phong

Microsoft Teams

Waiting for others to join...

17284 8678

w (% (@] - (e & [#] [~

Hinh 19. Man hinh phdng hoc tryc tuyén va cdc chire ndng chinh
(1): Thoi lweng phong hop trwe tuyén dang dién ra
(2): Bat hoac tat webcam (Turn camera on/off)
(3): Bat hoac tat micro (Unmute/Mute)
(4): Chia s& man hinh hodac slide thuyét trinh (Share)
(5): Gio tay phat biéu (Raise hand)
(6): Hién thi hodc &n cudc tro chuyén (Show/Hide conversation)
(7): Hién thj hodc 4n danh sach nguwdi tham gia (Show/Hide participants)
(8): Két thuc cudc goi (Hang up)
e CA&ch 2: Truy cap bang lién két
Dbi véi cach nay, Sinh vién chi cé thé truy cap bang lién két khi va chi khi tai khoan
da dwoc Giang vién phu trach hoc phan thém tryc tiép vao phong hoc trwéc thoi
diém bat dau.
- Bwéc 1: Truy cap vao phong hoc bang lién két dwoc Gidng vién phu trach hoc phan
guri
Trong trwong hop khdng co lién két, Sinh vién lién hé tryc tiép véi Gidng vién phu

trach hoc phan dé dwoc cung cép thdng tin

Tai liéu Hwéng dan Sdrdung Microsoft Teams Trang | 10
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- Bwéc 2: Lua chon truy cap bang trinh duyét hoac &wng dung Microsoft Teams

€ > C At Pt iZurt= %21, %23%2 A2 fteam¥%2A19%3ac9e6 g e LT 2eth. @ % Kl B @ Ao
Microsoft Teams

Stay better connected with the Teams desktop app

Download the Windows app l Use the web app instead | 2

Already have the Teams app? Launch it now

Third-Party Disclosures

Hinh 20. Man hinh lwa chon st dung trinh duyét hodc tng dung
(1): Chon Mé& Microsoft Teams (Open Microsoft Teams) néu may tinh da dwoc cai
ng dung Microsoft Teams
(2): Chon Use the web app instead néu mudn st dung trwc tiép trén trinh duyét
hoac may tinh chwa cai wyng dung Microsoft Teams

- Bwérc 3: Tham gia phong hop truc tuyén
+ Chon dung vao budi hoc can tham gia (6 mau tim)

Microsoft Teams “ e n

< Al teams “¥= General Posts Files Class Notebook Assignments Grades —+ @© Team

% L - :—|
\ Bg .
4 J, 2

Kiém thir Hé théng - N... -+

. Upload Class Materials Find help & training

Today
Bai hoc Thu Dau Mét has added Hoang Quang Théi and 7 others to the team.

o
£
&' Pai hoc Thi Dau Mét has added V6 Thi Ngoc Tram to the team.

285  Pham Hoai Hung - Administrator changed team description.

< Dai hoc Thia Dau Mat  2:13 PM
“& | Ngay héi Khoa hoc "“Day hoc trai nghiém - Nhitng van d& Ii ludn va thuc tién”
Théi gian: 14:00 - 15:30, ngay 18 thing 06 nam 2020

u Ngay héi Khoa hoc ""Day hoc trai nghiém — Nhifng van d& Ii ludn va thuc tién"

Thursday, June 18, 2020 @ 2:00 PM

Start a new conversation. Type @ to mention someone.

A ¢ ©@ W B B Q - B

Hinh 21. Man hinh buéi hoc cén tham gia

+ Nhan chon nat Join (Tham gia)

Tai liéu Hwéng dan Sdrdung Microsoft Teams Trang | 11
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Microsoft Teams @ Search or type a command

Ngay héi Khoa hoc "“Day hoc trai nghiém - Nhifn... chat Details

+ Add to calendar

Tracking
. e Pai hoc Thi Dau Mot
June 18, 2020 2:00 PM - 3:30 PM % taonn
=] ¥ Kiém thif Hé théng - Ngay héi Khoa hoc “Day hoc trai nghiém — Nhiing van dé If luan va thi... > General

Q

Ngay hoi Khoa hoc "“Day hoc trai nghiém - Nhiing van dé
li luan va thuc tien”

Thai gian: 14:00 - 15:30, ngay 18 thang 06 nam 2020

Join Microsoft Teams Meeting

Learn more about Teams | Meeting option

Hinh 22. Man hinh dé tham gia budi hoc
+ Nhan chon Join now (Tham gia ngay)
Truwéce khi nhan chon Join now, dé tranh gay 6n ao cho phong truc tuyén va énh
huwéng dén moi nguoi tham gia, Sinh vién nén tat micro va sau dé chon Join now
dé vao phong (theo nhw dnh huwéng dan bén dudéi)

Microsoft Teams

gs for
— Nhifng van deé li luan
va thu'c tién

Join now

@) £ @) @ veie

Other join options

=] Add a room

Hinh 23. Man hinh thiét Iap co ban truéc khi vao phong truc tuyén

Tai liéu Hwéng dan Sdrdung Microsoft Teams Trang | 12
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- Bwéc 4: Cach bat/tat cac tinh nang trong phong

Microsoft Teams

Waiting for others to join...

17284 8678

w (% (@ - (8] =] [8] [~

Hinh 24. Man hinh phong hop truc tuyén va cac chirc ndng chinh
(1): Thoi lweng phong hop trwe tuyén dang dién ra
(2): Bat hoac tat webcam (Turn camera on/off)
(3): Bat hoac tat micro (Unmute/Mute)
(4): Chia s& man hinh hodac slide thuyét trinh (Share)
(5): Gio tay phat biéu (Raise hand)
(6): Hién thi hodc &n cudc tro chuyén (Show/Hide conversation)
(7): Hién thj hodc 4n danh sach ngwdi tham gia (Show/Hide participants)

(8): Két thic cudc goi (Hang up)

Tai liéu Hwéng dan Sdrdung Microsoft Teams Trang | 13



