HU'GONG DAN SU’ DUNG MICROSOFT TEAMS

1. Hwéng dan cai dit va dang nhap Microsoft Teams
1.1. Tai khodn ddng nhép
- Déi vdi hoc vién:
Tén dang nhap 1a: m3 I&p khéa + s thir tw |&p + @molisa.edu.vn

Vi du: tén dang nhap cta hoc vién Nguyén Minh Trang 16p Bdi duwdng ki nang I3nh dao, quan ly cap
phong khda 16, s6 thi ty 1 thi s& tuong ing la: cpkl6hvi@molisa.edu.vn

- Mat kh3u khai tao 1an dau sé do hé théng tao mac dinh va Nha trudng gl tai khoan (tén dang
nhap) va mat khau dén hoc vién.

- Trong lan d&ng nhap dAu tién, néu hé théng yéu cau d6i mat khau thi hoc vién s& phai tién hanh
d6i lai mat khau tai khoan.

- Néu hé théng khéng yéu cau déi mat khau thi hoc vién cé thé déi mat khau hodc khdng can déi
mat khau.
1.2. Cai ddt va ddng nhdp Teams trén mady tinh
Bwdrc 1: M& trinh duyét, vao duwdong link:
https://www.microsoft.com/vi-vn/microsoft-365/microsoft-teams/download-app

Chon Tai xudng Teams cho may tinh

Gi iy, hdy duy b k& G vl gia tinh vi byn bé blng cic tinh ndng mal trong dng dyng Microsoft Teams danh cho tht b di &g Tim hia thém >
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Buwdc 2: Cai dat MS Teams

Trinh duyét s& tai file cai d3t Teams phu hop véi hé diéu hanh cla mdy tinh. Chay file cai dt dé tién hanh
cai dat phdn mém Teams vao may tinh.

- Clra s6 cai dat (rng dung teams hién ra > chon “Run”

Cai dat xong, phan mém Teams s& tu dong chay va hién thj biéu tugng trén man hinh Desktop.
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Buwérc 3: Dang nhap bang tai khodn va mat khiu do Trung tam cap.

(Néu chuwra cé tai khodn hodc quén mat khdu lién hé vdi B/c Doén Vién Huy, Phé Trurdng phong, Té chirc - Hanh
chinh theo SPT: 0986.10 10 80 hodc B/c Kiéu Tudn, cdn bé kj thudt SPT: 0375.526.741 dé duoc hé tro).
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Nhap mat khau
Cpk1 6hv1 @mo"sa.edu.vnl oo-ooooooo|
/ T6i da quén mét khau

Diang nhap béang tai khoan khac

Tiép theo

Nhap tai khoan Nha trwong cap

Lwu y: nén str dung MS Teams dé dworc cai déit trén mdy tinh

1.3. Cai ddt va ddng nhdp Teams trén dién thogi
- Trén dién thoai iphone
Nhin m& App Store -> Nhdp "Microsoft Teams" -> Nhan “Nhdn” -> Nhép "Pass icloud” -> Cho tai rng

dung vé.
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- Trén dién thoai Android

M& &ng dung CH play -> Nhap "Microsoft Teams" -> Nhan “Cai ddt” -> Cho tai ¢ng dung vé.

Microsoft Teams
Microsoft Corporation

Internet  Ung dung
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2. Str dung Microsoft Teams

2.1. Vao lop hoc trén Teams

Sau khi d&dng nhap vao MS Teams man hinh hién thi:
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Nguén capdirl... v V & Tham g|a hoac tao nhom Tim ki€m nhém Q

Ban sé nhin thdy cac luot gé

cap, trd I3i va cac thong bao :a
khac ¢ day

Tao nhém Tham gia nhém bang ma

000

Bén géc man hinh bén trai, anh/chi click vao Teams/ Nhém:

T4t c4 cic nhém n Chuyén dé 1. Téng quan vé nan... Baiding t & Hop

f I Chuyén d@ 1. Téng quan v& ndng luc linh da... - .
Chao mirng dén véi lép hoc!

Chuyén 6 1. Téng quan v& ndng kic 1inh dao qudn I cSp phong
26 thing 6 2021 @ 1100 SA

Tiép theo Click vao hidden channels s& hién hét cac kénh (1a chuyén dé sé hoc clia chuong trinh)

Vi du: Ngay 03/7 hoc Chuyén dé 1, anh/chj Click vao hidden chanels va chon Chuyén dé 1. Téng quan vé
nang luc I3nh dao quan ly LDCP.

Khi d6 man hinh hién thij:
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B chuyen e 1. Tong quan ve nan...  saiding

Lép BOLD Quan ly csip Phong K16

Chao mirng dén véi 16p hoc!

) Srin 1. Téng quen v g Ml oo e ckp phong
26 thing 6 2021 © 1100 SA

Click double theo chi ddn mii tén.

EJ chuyén de 1. Téng quan v ning luc linh dso quin Iy csp phong ot En -
x Theo dsi

Click vao Join/ Tham gia

|Hi

Cudc hop Microsoft Teams

Tham gia trén méy tinh hobe 'ng dung di 80ng cua ban

Click vao Join/ tham gia.

Vv niing lc linh dao quan Iy clip

Chon tay chon video va 4m thanh cia ban

4 Am thanh may tinh

Am thanh phong

Khéng sif dyng &m thanh

Hiy

Click vao Join now/ tham gia ngay 1a hoc vién d3 tham gia vao I&p hoc cia minh.

Lwu y: Hoc vién chon biéu tugng mé camera va m@ mic dé cd thé thdy mat giang vién va thu &m
thanh cla gidng vién.

Link tham khao hd tro’ vé Microsoft Team

https://hotromicrosoft.com/microsoft-teams-huong-dan-su-dung-chi-tiet-2297/
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) NOQI QUY LOP HQC TRYC TUYEN i
TRUNG TAM PAO TAO, BOI DUONG CAN BQ, CONG CHUC LAO PONG - XA HOI

Trung tam d& nghi Hoc vién va Co quan cir cong chtec, vién chac tham gia 16p hoc phéi hop
thuc hién mot s6 quy dinh dudi day:

I. Doi véi hoc vién

1. Tham gia day du cac chuyén dé theo lich gidng; déng nhap trudc gio hoc 5-10 phut aé
dam bao ket noi san sang trudc khi budi hoc bat dau. Neu hoc vién dang nhap vao 16p muon hon
15 phut so véi gio hoc cua budi hoc, can bo quan ly 16p cé quyen khéng cho Hoc vién tham gia
16p hoc va coi nhu Hoc vién nghi budi hoc do.

2. Poc tai ligu va thyc hién cac hoat dong trudc budi hoc theo yéu cau cia Giang vién; chuén
bi tai liéu, dung cu hoc tap day du trudce khi gio hoc bat dau.

3. Chuc néng micro cua tung Hoc vién ludn dé o ché do tat, chi khi Giang vién yéu cau moi
Hoc vién phat biéu hodc Hoc vién gio tay phat bicu thi mai duoc bat micro. Cpn chirc ndng camera
cua Hoc vién ludén dé ché d6 m¢ dé Giang vién va can b6 quan ly 16p c6 thé nhin thay mat diém
danh.

4. Ngoi hoc ngay ngén va tép trung nhu khi hoc trén I6p, trang phuc lich syu; Sw dung tai
nghe dé khong 1am anh huong dén nguoi xung quanh trong trudng hop can thiét,

5. Khong bat cac thiét bi, chuong trinh khéc trén may tinh hoac lam viéc rlqng trong khi hoc.
Khong ghi am, ghi hinh 16p hoc truc tuyén, Trung tam ludn luu lai cac Chuyén dé hoc va Hoc vién
c0 thé truy cap lai bat ctr luc nao trong truong hgp khong tham gia hoac can on lai.

6. Tam biét va nhan phim roi khda hoc ngay khi két thic gio hoc.

7. Can b quan 1y 16p s& diém danh dinh ky va c6 thé diém danh dot xuét theo yéu cau cua
Lanh dao Trung tdm. Tao nhom trén (ing dung Zalo dé ho trg va trao doi véi hoc vién.

8. Hoc vién nghi can phai théng béo cho can bo quan Iy 16p bang cach goi dién, gui tin nhan
SMS hoac email cho can bo quan ly 16p truéc 01 ngay.

I1. i véi Co quan, don vi cir cdng chirc, vién chire di hoc

1. Sap xép vi tri ngdi hoc cho Hoc vién trong mot khdng gian phi hop: yén tinh, thoai mai
(trong truong hgp hoc trong gio hanh chinh tai noi lam viéc).

2. Phéi hop voi Trung tdm trong viéc quan Iy viéc tham gia 16p hoc ciia cong chirc, vién
chitrc thude don vi quan ly./.
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