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1. Gié6i thiéu Microsoft Teams

Microsoft Teams (Teams) 12 phan mém dung cho lam viéc nhom, nam trong hé
thong phan mém online Office 365 clia hing Microsoft.

Teams tich hop trong n6 nhiéu chirc ning va ca cac phan mém tién ich khac
nhu trao doi (chat), goi di¢n audio/ video, hop truc tuyén (meeting), chia sé tai
liéu (Files), luu trit dit liéu online (OneDrive), Word, Excel, PowerPoint,
Assignments, Planner...

Tham chi Teams con cho phép tich hop ca cic phan mém cia ngudi sit dung
ma tuan theo cac chuan cua Teams.

So sanh Teams véi phan mém tuong ty 1a Slack thi Teams tot hon vé chat
lugng nghe/goi audio/video, hop online va nhiéu tinh ning khac.

Teams khong gidi han vé $6 tin nhin (chat), co thé Iuu trit duwoc nhiéu dit lidu
(tai khoan msedu 1a 1TB).

C6 thé mo va thao tac voi cac tép Word, Excel va PowerPoint ngay trong

Teams ma khong can t6i bd phan mém Office.

Teams c6 thé tao nhiéu loai nhom lam viée khac nhau nhu nhom danh cho 16p
hoc, nhom danh cho nhan vién, nhém danh cho dao tao cong déng, nhom
nghién ctru...

Teams c6 thé st dung va dong bo trén ca 3 nén tang: web, di dong va PC.

Mot sO tinh nang chinh ndi bat ciia Teams dé€ giup tang nang suat to6 chirc cua

ban nhu la:

R/
0’0

R/
0’0

R/
0’0

X/
0’0

Nhom va kénh (Team va Channel) — Tim kénh cua ban hodc tao kénh cua riéng
ban. Bén trong cac kénh, ban c6 thé to chirc cac cudc hop tai chd, tro chuyén
va chia sé tép.

Cudc hop (Meeting)— Xem moi thtt ban da xép hang cho ngay hoic tuan. Hodc,
1€n lich cudc hop. Lich nay déng bd véi lich Outlook cua ban.

Cudc goi (Calls) — Trong mdt sb truong hop, néu to chirc cua ban da thiét lap,
ban ¢6 thé goi cho bat ky ai tir Teams.

Hoat dong (Activity) — Cap nhat tat ca tin nhan chua doc, (@mentions, tra 101,

V.V.

2. Dang ky tai khoan

>

DPoi vai Sinh vién

Truy cép vio trang: http://svteams.vnua.edu.vn/ dé tra ctru tai khoan lan dau.
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Sinh vién gip van dé gi thi lién hé truc tiép vdi tro Iy dao tao ciia cic Khoa.
>  Hb tro ky thuat
Dia chi: B phan Quan tri mang P.215, Nha Hanh chinh

Email: nhtuan@vnua.edu.vn hoac support@sv.vnua.edu.vn

3. Cai dit phan mém Microsoft Teams va Microsoft Authenticator

> Buwéc 1: Cai dit phan mém Microsoft Authenticator va MS Teams trén
Dién thoai
Muc dich:

 Microsoft Authenticator 13 phian mém dé thuc hién chimg thuc 2 budc dé ding
nhap vao tai khoan MS Teams.

e MS Teams dé chay truc tiép trén dién thoai.
Thue hién:

* TréniOS truy cap vao Apple Store trén i10S

21:06




* Trén Android truy cap vao Google Play hoic CH Play

Google
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> Buwéc 2: Cai dit phan mém MS Teams trén May tinh (Desktop)

Truy cap vao link sau dé€ tai cac ung dung trén moi nén tang tuong Ung:

https://teams.microsoft.com/download ,roi tién hanh cai dit trén may tinh.

Get Teams on all your devices

Desktop Mobile
=@ Windows 64-bit @ oS
=m Windows 32-bit % Android
& Mac

A Linux DEB 64-bit

A Linux RPM 64-bit




4. Str dung MS Teams
> Budc 1: Khéi dogng MS Teams

* Trén Web, nhap vao trinh duyét dia chi: https://teams.microsoft.com/

@i

e Trén Desktop hoidc trén Mobile kich vao biéu tugng trén man hinh

hoac danh vao Search Microsoft Teams.

> Budc 2: Dang nhap vao tai khoan

Microsoft Teams

Microsoft Teams

Enter your work, school,
or Microsoft account. p5 ¢ tai khoan
/

/

ptgtien@vnua.edu.vn

Not on Teams yet? Learn more L.
Chua co tai khoan

//

Sign up for free

> Buéc 3: Nhap mat khau

Danh mat khau va an nat Sign in



e Microsoft

ptgtien@vnua.edu.vn

Enter passwvword

[Password I

Forgot my password

Sign in with another account

l Terms of use Privacy & cookies

>  Buwéc 4: Cau hinh xac thuc va nhiap ma

a. Véilan truy cap dau tién s€ hién thi cira so

=& Microsoft

ptgtien@vnua.edu.vn

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more




+ Bwée a.1: Kich nut Next s€ sang man hinh C4u hinh M3 x4c nhén s& dugc gtri cho
ban (Gti ma code hodc gtri thong bao dé ban an nut chap nhan hodc khong), khuyén

nghi str dung lua chon dau tién Receive notification for verification.

B® Microsoft

Additional security verification

Secure your account by adding phone verification to your password. View video to know how to secure your account

Step 1: How should we contact you?

| Mobile app ¢|

How do you want to use the mobile app?

| © Receive notifications for verification I Nhan thong bao va kich nt Chép nhan hoc Huy bé

Use verification code  Nhap ma code chirng thuc

To use these verification methods, you must set up the Microsoft Authenticator app.

Mobile app has been configured.

Trudng hop Mobile App dugce tirng dugce cdu hinh thi kich vao nat nay dé 1dy ma QR Code

Next

+ Buwéc a.2: Kich nut Next s& xuat hién man hinh nhu bén duéi

Configure mobile app

Complete the following steps to configure your mobile app.

|1. Install the Microsoft authenticator app for Windows Phone, Android or iOS.

2. In the app, add an account and choose "Work or school account".

3. Scan the image below.

If you are unable to scan the image, enter the following information in your app.
Code: 647 646 561
Url:  https://bnleupad08.eu.phonefactor.net/pad/563202849

If the app displays a six-digit code, choose "Next".

cancel




e Mo¢ ph?m mém Authenticator trén dién thoai ma chung ta da cai budc trudc
* Kich nut Add (+) & goc trén bén phai, chon Work or school account
* Quay camera quét anh QR Code nhu & trén
Néu qua trinh quét thanh cong thi kich nat Next, s& c6 mot thong bao giri vao
dién thoai.
+ Bwéc a.3: Man hinh xac nhan ¢ dién thoai
Cac lan dang nhap, sau khi nhap mat khau xong, s& c6 mot thong béo giri vao
dién thoai. Mé thong bao va kich nit Approve dé chap nhin, Deny dé tir chdi truy
cap.

«8 Viettel == @& @ 19% 0

&£ Accounts

E] ptgtien ¢

ptgtien@vnua.edu.vn

Notifications enabled
You can use this device to approve notifications to

verify your sign-ins
Approve sign-in?

(25) vhua.edu.vn

ptgtien@vnua.edu.vn

Ec')'h Deny Approve

X Remove account




+ Buéc a.4: D6i mat khau
Budce ké tiép s€ yéu cau d6i mat khau, cac ban thay d6i mat khau duoc cép lan dau

bang mat khau mai (Chu y: lwu gitt mat khau khong quén mat, sé rat phién phirc)

e Microsoft

ptgtien@vnua.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 MAat khéu cu

New password
~>

~

(t8i thiéu 8 ky tu: s8, chir hoa va chir thudng)

Confirm password

Nhap lai mat khau madi

+ Bwéc a.5: Thiét 1ap khoi phuc tai khoan bang s dién thoai va email c4 nhan

B™® Microsoft

don't lose access to your account!

To make sure you can reset your password, we need to collect some info sd
secure. You'll need to set up at least 2 of the options below.

o Authentication Phone is not configuredISet it up novvl

o Authentication Email is not configuredISet it up nov\/l

cancel
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Sau khi hoan thanh viéc thiét 14p ndy thi man hinh ndy sé& c6 cac biéu tugng hoan
thanh:

B® Microsoft

don't lose access to your account!
Thanks! We'll use the info below to recover your account if you forget your

Authentication Phone is set to +84 (JEEEEE Change

Authentication Email is set t< el Change

Kich nat Finish dé hoan tat viéc cau hinh 1an dau tién.

b. Véi cac lan truy cip sau

B Microsoft

pttien@vnua.edu.vn

Enter password

Because you're accessing sensitive info, you need
to verify your password.

Forgot my password

Sign in with another account

Kich nuat Sign in s€ c6 mot man hinh
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WE \icrosoft

pttien@vnua.edu.vn

Approve sign in request

We've sent a notification to your mobile device.
Please open the Microsoft Authenticator app to
respond.

Having trouble? Sign in another way

More information

S€ c6 mdt thong bdo guri vao dién thoai, vao man hinh dién thoai va m¢ thong bao,
xem giao di¢n nhu ¢ Buéce a.3.

»  Buwéc 5: Giao dién man hinh Microsoft Teams

Sau khi dang nhap thanh cong, sinh vién s& thy cac 16p hoc ciia minh & trong
muc Teams (3) (v6i diéu kién 13 cac giang vién da tao xong 16p va thém sinh vién

vao 16p).

12



‘ Teams

<> d Search or type a command

< Allteams General Posts Files Class Notebook Assignments Grades 1 m¢ Tién Phan Trong
N Change picture
. Due before Mar 11 Available >

@ Set status message

() Laptinh(
- B il 0 ; Saved
IT Training Phan trac nghiém Thu'c hanh bi N save }
1 £3 Settings ‘
General Q_ Search students Today Today « 10 poit }
Nhém1 & Zoom - (100%) + |
@ Nguyen Tung, Béi \
\
Keyboard shortcuts |
@ Dau Bic, Lan |
About > ]
\
Check for updates |
\
Download the mobile app |
\
\
Sign out |
\
thich:

(1): Activity (Hoat dong), diy 13 noi ban sé& nhin thy cac thong bao vé hoat
dong cua ban, chat riéng tu, teams, meetings, files va cac trng dung.

(2): Chat (Tro chuyén), dé tro chuyén véi cac thanh vién hodc véi nhom.

(3): Teams (Nhom) tuong ung véi cac Lép hoc, cac Channel (twong tng voi
cac Nhom nhd) & trong Team, cac thanh vién va céc chlrc ndng trong Team.
PAy la chirc ning chinh lién quan dén phan quan 1y 16p hoc truc tuyén.
(4): Assignments (Bai tip): 13 cic bai tap hodc bai thi tric nghiém duoc gido
vién cho.

(5): Calendar (Lich) Ia lich hoc tip cua sinh vién do gido vién tao hodc lich ca
nhan.

(6): Calls (Goi dién) thuc thién cudc goi truc tiép cho ¢4 nhan hoac goi theo

nhom.
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e (7): Files (Tép) cac tép lién quan dén sinh vién.
* (8): Quan ly tai khoan c4 nhan nhu thay d6i anh dai dién, cai dat cho tai khoan
> Buwdc 6: Tham gia 16p hoc
Kich vao Tab Teams dé tao nhom hodc tham gia nhom. Kich chudt vao tén
mot 16p dé tham gia vao 16p (v6i diéu kién gido vién di tao 16p va thém sinh vién
vao 16p), giao di¢n s€ hién thi nhu sau:

Chu y: Mot Team tuong irng va1 mot Lop hoc.

Search or type a command

O All teams m Genera| Posts Files Class Notebook Assignments Grades Wiki

4080153 Thiét ké Webs...
Welcome to 4080153 Thiét ké Website

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

N

Genera

& Chuyen Trung Tran has added Le Hong Anh to the team.
™ Chuyen Trung Tran
S
) to mention someone.
Av ¢ @ B B

= Tab Posts (Ping bai): dung dé dang bai va twong tac voi giang vién.

= Tab Files (T€p): upload hodac download file tai liéu.

= Tab Class Notebook (so0 tay hoc tap): so tay ghi chép hoc tap va tai liéu
lién quan dén 16p hoc.

= Tab Assignment (Bai tap): lam bai tap giang vién giao

= Tab Grades (Piém): Xems diém ctia minh.

> Buwdc 7: Tai bai giang va tai liéu hoc tap

Chon Tab Files, chon file muén tai, nhan chuot phai va chon download:
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> a command

< All teams m General Posts Files Class Notebook Assignments Grades Wik ¢
® Open - @ Copy link v Download ® Delete =2 Pinto top - X 1selected = TatcaTailiéu
o General
4080153 Thiet ke Webs...
lén Pa sia d6i | Ngudi Sua dai

General
2 hidden channels Class Materials 4 Chuyen Trung Tran

© (o 73-HTML Foundations Pa= " = Vestemdecat 911 AM - Chuyen Trung Tran

=4 - HTML Foundations Pa

N
w2 - HTML Foundations Paat*lT‘ AM  Chuyen Trung Tran

N Delete
1 - Getting Started.pdf at9:10 AM  Chuyen Trung Tran
Pin to top

at9:11 AM  Chuyen Trung Tran

0

Rename
Open in SharePoint

Move

More

> Buéc 8: Tham du ban gidng truc tuyén

Khi giang vién bat dau bai giang truc tuyén, sinh vién s& nhin thdy mot thong
bdo & man Tab Posts nhu trong hinh duéi day. Sinh vién click vao bai giang truc
tuyén va nhan nut Join (Tham gia) dé tham du bai giang truc tuyén do giang vién tao

ra.

Search or type a command

e == ci]l General Posts Files Class Notebook Assignments Grades

G4 Meeting ended: 6m 50s L e

< Reply

@

Bai hoc I3p trinh C# started
2 replies from Tien

G4 Meeting ended: 6m 58s

"
.

< Reply

Tién Phan Trong 7
test

m (Cancelled) test
Thursday. March 12, 2020 @ 10:00 AM

PTHO03106-K61TMMT

General -
. J Tién Phan Trong Thursday 11:13 A
Nhém 1 & The meeting “test” is cancelled
< Reply

Meeting now

- Meeting started

< Reply

Start a new conversation. Type @ to mention someone.

Ar 2 B o @ - >
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> Budc 9: Lam bai tap

Chon Tab Assignments (Bai tip), chon bai tip can 1am, sau khi lam xong thi
nhan nat Submit.

Chu y: Cac ban chu y han ndp bai.

Search or l"\fp(? a command

a , \
gl ¢ Allteams m General Posts Files Class Notebook |Assignments | Grades Wik O O
Cha Upcoming
1Y
= . / Assigned (3)
4080153 Thiét ké Webs... - 5
w@m Barlap 1
General ue loday al 11:59 PM Due today
i idden chann
Calendar
HTML Quizzes
X Due tomorrow at 11:59 PM
[ | Viét yéu chu thiét k& Website 10 points
f Due February 28, 2020 11:59 PM
) Completed

> Buwdée 10: Xem diém bai tap

Sinh vién chon Tab Grades dé xem di€ém cac bai tap cua minh. P61 vdi bai tap
trac nghiém, diém sé duoc cham ty dong bang phan mém. Con doéi voi bai tap tu
luan, diém s€ hién thi sau khi gidng vién cham bai xong.
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Phu luc:

BO NONG NGHIEP VA PTNT CONG HOA XA HOI CHU NGHIA VIET
HQC VIEN NONG NGHIEP VIET NAM
NAM Doc 1ap - Tu do - Hanh phuc
SO

Ha Noi, ngay 10 thdang 3 nam 2020

QUY PINH VE VIEC SU DUNG HE THONG OFFICE 365 - VNUA

(Poi vai can bo, sinh vién Hoc vién)

1. Chi st dung Office 365 - VNUA phuc vu cong tac.

2. Tuyét doi khong sur dung tai khoan Office 365 - VNUA cua Hoc vién cép dé
khai thac, luu trir cac dir li¢u, thong tin khong phuc vu cong tac dao tao, nghién
ctru, hoc tap.

3. Khong sir dung tai khoan Office 365 - VNUA d¢ tuyén truyén, kich dong
chéng pha Nha nudc, thong tin xuyén tac duong 16, chu truong ctia Pang va
Phap luat cia Nha nude; Chia sé cac thong tin co ndi dung xau, tai liéu c6 ban
quyén ma chua duogc phép cua chu sé hitu (theo luat chéng vi pham ban
quyén); Phat tan cac thong tin khi chua c6 su déng y cua Giam doc (hoic
nguoi duge y quyén); Phat tan thu rac hodc cac Email c6 ndi dung khong phu
hop.

4. Khong sir dung tai Office 365 — VNUA cutia ngudi khic va khong dé nguoi
khac str dung tai khoan cua minh.

5. Bao vé mat khau tai khoan ctia minh; khong dugc dé 16 mat khau cho nguoi
khac.

6. Khi c6 yéu cau diang ky méi hodc khoi phuc mat khau, nguoi ding dién thong
tin vao biéu mau, c6 xac nhan cta lanh dao don vi va guri vé Bo phan Quan tri
mang— P.215 Nha Hanh chinh.

7. Khi gip su cd vé tai khoan Office 365 — VNUA phai bao ngay cho Bo phan
Quan tri mang dé kip thoi khic phuc, stra chira.

GIAM POC
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Noi nhan:
- Cac don vi truc thudéc Hoc vién;
- Luu NXB.
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