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I. Dang nhap Teams

a) Taicai dat ng dung Teams

Link tai MS Teams: https://www.microsoft.com/en/microsoft-365/microsoft-
teams/download-app

Microsoft Teams

Ping nhap tai khoan pnt di cap

Enter your work, <
or Microsoft account.

ABC@pnt.eduvn

Not on Teams yet? Learn more

Sign up for free

Nhap password

B® Microsoft

& thanghn@pnt.eduvn

Enter password

Forgat my password


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

BS Microsoft

It looks like this email is used wit
account from Microsoft. Which o
use?

Created by your IT department

Work or school account
thanghn@pnteduwvn

Personal account

R Created by you

thanghn@pnt.eduwvn

Tired of seeing this? Rename your personal Microsoft
account.

Back

a Teams Y 2" Join or create team

2 -

o Giao dién wrng dung Teams
.

L private

[



b) Bang nhap trén web

Truy cap trang https://teams.microsoft.com

Pang nhap

BS Microsoft

. username
Sign in

sonbm@pnt.edu.vn

Mo account? Create one!
Can't access your account?

Sign-in options

DPang nhap

B® Microsoft

username

It looks like this email is used with n
account from Microsoft. Which one do you'
use?

Work or school account
Created by your IT department
sonbm@pnteduwvn

Personal account

R Created by you

sonbm@pnt.eduwvn

Tired of seeing this? Rename your personal Microsoft
account.

Back


https://teams.microsoft.com/

Nhap password

e Microsoft

< sonbm@pnt.edu.vn

Enter password

Forgot my password

Microsoft Teams

@030l

Download the Teams desl ChQH “use the web app instead”

and stay better conne

Get the Windows app
I Use the web app instead I
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II. Lam viéc voi nhom

a) Tao nhém

Teams

Your teams.

Hidden teams

private

Giao dién Teams trén web

Chon “Join or create team”




< Back

Join or create a team

h s

Create a team Join a team with ¢

000

Got a code to join a team? Ent

oot
0 Create team

Chon “Create team”

Select a team type

=

Class

Discussions, group projects,
assignments

after school

Cancel




Create y 2 2 .
Nhap ten nhom g
Teachers al O participate as members. Each class team allows you to

create assi eedback, and give your students a private space for
notes in Class N,

Mame

L&p Y

Description (opticnal)

Let people know what this team is all about

Create a team using an existing team as a template

Cancel

Add people to “Lép Y*

Students  Teachers

. N
i Thang Huynh Ngoc = I )

| 4
Start typing a name to choose a group, distribution list, or person at your school.

Nhap tén sinh vién xong sau
do chon “Add”

Co thé chon skip dé thém
thanh vién sau




'!' < All teams - General Posts Files Class Notebock Assignments 1more ~ @ Team 54 Meet v (T) e
|
LY
W
Teams
LépY
e — ro— Welcome to Lép Y
o g p— Choose where you want to start
g Add member
‘,. €t Leave the team
¢ Edit team
i @ Get link to team
&) Manage tags . R
e Chon nhu hinh dé xem
thanh vién trong nhom

[£) New conversation

C6 thé chon “add member” dé thém e o
thanh vién =

< All teams

Members

Pending Requests  Channels  Settings  Analytics Apps

I_(jp Y aee Search for members Q Add member
General v o=l
Name Title Location Tags (D Role
SB° Son Bui Owner

v Members and guests (1)

Name Title Tags (D C] Mute students Role

& Théng Huynh Ng... O Member v X

Thanh vién dang ¢6 trong nhom




b) Tham gia nhém

Teams
2 —
Tl Hidden teams
s

a8
L% private
i

Y @l 28" Join or create team |

Chon “Join or create team”

< Back

= Join or create a team

N

Create a team

L Bring everyone together and get to work!

g

¥2016 - Tai Miii Hong
657 members | Public

4’ Y2016 - Tai Mii Hong

I Search teams Ql

-

Join a team with a code GAY ME HOI SUC - Y2016ABCD LAO -Y
347 members | Public 509 member:

Enter code

Tim kiém tén nhém dé tham gia

Nhép mé nhém dé tham gia

Nhom hoc true tuyén mén Tam thén - NOI THAN KINH - Y2016 + RHM2018 Sinh vién CNXN18
Khsi Y2016




Hoic lay link dé tham gia vao nhom bang cach sau

7‘!' < All teams n General Posts Files Class Notebook Assignments 1more v~ ® Team 2 Meet v (D) e
i
HY
Teams ;
Lép Y
=] Welcome to Lép Y
tem e @ nage team
N General
= chennel Choose where you want to start
i
Calenda ot ember
L = v team
Calls 1 L
& i i =
p A ]
‘ I @ Get link to team I o s d /
&) Manage tags
@ Delete the team Upload Class Materials Set up Class Notebook

[/ New conversation

Get a link to the team

https://teams.microsoft.com/l/team/19%3ab025f135d5b446ddb2414f3c32647951%

Copy va giri link cho cac thanh vién dé tham gia vao nhém



@ google - Tim vai Google x 7j (1) General (chat test room) | Mic X +

‘teams.microsoft.com,
eams.microsoft.com/I, /19%3ab025f135d5b446ddbh2414f3c326. %40thread.tacv2/ ersations?groupld=ad9

f/teams.microsoft.com/l/team/19%3ab025f135d5b446ddb2414f3c32647951%40thread.tacv2/conversations?groupld=ad955755-f4c aca2-a78ec7ab97018&tenant]

e i e e v R o e T

Knodng 9 300 000.000 két qua (0,32 gidy)

www.google.comvn> . ¥

Google

Sau khi cac thanh vién nhan dwgc link

Dan link vao trinh duyét web

truy cap tir
ig cdng cu tim
Gnnale han ndm cAr frann Weh hinh nh & nhidn théan

LU YU YU R

Lép Y

1 member

Lép Y




Khi c6 thanh vién xin vao nhom Teams s€ bao qua tab “Activity” va gui qua email chu
nhom do

Dé cho phép thanh vién vao nhom lam cac budc sau

Trong truomg hop c6 nhiéu thanh vién xin vao

chon “Accept all”

,,,,,,,,,,,,

® tojoinldpY

Members  Pending Requests  Channels  Settings  Analytics  Apps

203 Assignments 1117
mentioned chat test... Search for members Q Accept all Deny all

chat test room > General
&3 Assignment due date has been...

Name Title Location Requested by

“Activity’, (5 Assignments 11717
mentioned chat test... H2) HNKH 2 Deny
chat test room » General © l

hhhhhhhhhhhh | Due Nov 20

£p5 Assignments 11117
mentioned chat test...
chat test room > General
TES | Due Nov 18

- Chon “Accept”
203 Assignments 11717 o
menticned chat test...

chat test raom > General

TEST | Due Nov 18

(5 Assignments 11717
mentioned chat test...
chat test room » General

TEST | Due Nov 18

a
> < All teams .
Lép Y - ® Team
LY [

= - =

el Members | Pending Requests hannels  Settings  Analytics Apps

HH —

e
|

38 Manage team

Search for memhe; Q, Accept all Deny all

Title Location Requested by

Add channel

Add member Deny

Leave the team

Get link to team

z
%=
& Edit team
@
&) Manage tags

Delete the team



Trong truong hop khéng mudn bi 1am phién vi phai “Accept” ¢ thé lam bang cach lay
code nhu sau

Vao Manage Team => Settings => Team code chon “Generate”

a
= < All teams o Ldp W oo @ Team
- Lép Y
el Members  Pending Requests  Channel§l Settings QAnalytics Apps
HY —
Teams .
E Ldp Y » Team theme Pick a theme
S Goneral
@ Add channel missions Enable channel creation, adding apps, and mare
ERp B Add member
“ £ Leave the team ssions. Enable channel creation
o & Edit team
i Choose who can use @team and @channel mentions
— @ Get link to team
&) Manage tags
Share this code so people can join the team directly - you won't get join requests
[ Delete the team
TS |e to join with a team code
+ Fun stuff Allow emaoji, memes, GIFs, or stickers
e » OneNote Class Notebook Manage notebook sections and preferences
» Tags Choose who can manage tags
+ Team theme Pick a theme
+ Member permissions Enable channel creation, adding apps, and more
+ Guest permissions Enable channel creation
+  @mentions Choose who can use @team and @channel mentions
~ Team code Share this code so people can join the team directly - you won't get join requests
hxwhg5e
" Fullscreen D Reset [ij Remove JIYy Copy
Mote: Guests won't be able to join with a team coge
+ Fun stuff Allow emaji, memes, GlFs, or stickers

+ OneNote Class Notebook Manage notebook sections a ChQn “Copy’, dé lﬁy COde

giri cho cac thanh vién

+ Tags Choose who can manage tag



Céc thanh vién khi c¢6 code lam nhu cac budc sau dé tham gia nhom

+
C {} @& teamsmicrosoftcom B v G W @) ncomio i
Q, Search @
'! Teams CE %" Join or create team
2 -
i
Team:

E

8 M Chon “Join or Create team”
- Ty s

+

C {} @& teamsmicrosoftcom & T T » % P

Q, Search @

< Back

Join or create a team Search teams Q
-
Create a team Join a team with a code Sinh Vién 2018

Public

000
Sinh Vién 2018
Bring everyone together and get to work! | Join team |

CKI NHI KHOA 2019 - 2021
Public

Dan code va chon “Join team” dé vao
thang nhém khong can cho phép desaop rotcators.

Dismiss




c) Thém nhiéu thanh vién vao nhém
Xem chi tiét tai https://pentt.pnt.edu.vn/vi/huong-dan-microsoft-teams/pnt-huong-
dan-add-nhieu-sinh-vien-vao-teams

III. Hop online

Xem chi tiét tai https://pentt.pnt.edu.vn/vi/huong-dan-microsoft-teams/pnt-huong-
dan-to-chuc-hop-online-tren-teams-tu-350-hoc-vien-tro-xuong

Va https://pcntt.pnt.edu.vn/vi/huong-dan-microsoft-teams/tai-lieu-tap-huan-huong-
dan-day-hoc-truc-tuyen-voi-microsoft-teams trang 12

Luu y thém phan share Am thanh may tinh

Chon “Include computer sound” dé share am
thanh cua may tinh khi share video, nhac
trong truomg hop nguoi duw khong nghe tiéng

o Indude computer sound

Window PowerPoint

- | N 2

Meeting in *General® |M... General (chat test room).. bai 1.pptx Microsoft Whiteboard

N=JL1=" | in
w§ e ]

Noi dung tap huan Tea...  PNT-Hufing din 16 chiic... Freehand by InVision



https://pcntt.pnt.edu.vn/vi/huong-dan-microsoft-teams/pnt-huong-dan-add-nhieu-sinh-vien-vao-teams
https://pcntt.pnt.edu.vn/vi/huong-dan-microsoft-teams/pnt-huong-dan-add-nhieu-sinh-vien-vao-teams
https://pcntt.pnt.edu.vn/vi/huong-dan-microsoft-teams/pnt-huong-dan-to-chuc-hop-online-tren-teams-tu-350-hoc-vien-tro-xuong
https://pcntt.pnt.edu.vn/vi/huong-dan-microsoft-teams/pnt-huong-dan-to-chuc-hop-online-tren-teams-tu-350-hoc-vien-tro-xuong
https://pcntt.pnt.edu.vn/vi/huong-dan-microsoft-teams/tai-lieu-tap-huan-huong-dan-day-hoc-truc-tuyen-voi-microsoft-teams
https://pcntt.pnt.edu.vn/vi/huong-dan-microsoft-teams/tai-lieu-tap-huan-huong-dan-day-hoc-truc-tuyen-voi-microsoft-teams

IV. Swkién truc tiép (Live Event)

Xem chi tiét tai https://pentt.pnt.edu.vn/vi/huong-dan-microsoft-teams/pnt-huong-
dan-to-chuc-live-tren-ms-teams-tu-351-10-000-hoc-vien

V. Tao Bai tap

Xem chi tiét tai https://pentt.pnt.edu.vn/vi/huong-dan-microsoft-teams/tai-lieu-tap-
huan-huong-dan-day-hoc-truc-tuyen-voi-microsoft-teams trang so 18

Tham khao thém tai: https://pentt.pnt.edu.vn/vi/huong-dan-microsoft-teams

Hoac tai trang Microsoft: https://support.office.com/vi-vn/teams



https://pcntt.pnt.edu.vn/vi/huong-dan-microsoft-teams/pnt-huong-dan-to-chuc-live-tren-ms-teams-tu-351-10-000-hoc-vien
https://pcntt.pnt.edu.vn/vi/huong-dan-microsoft-teams/pnt-huong-dan-to-chuc-live-tren-ms-teams-tu-351-10-000-hoc-vien
https://pcntt.pnt.edu.vn/vi/huong-dan-microsoft-teams/tai-lieu-tap-huan-huong-dan-day-hoc-truc-tuyen-voi-microsoft-teams
https://pcntt.pnt.edu.vn/vi/huong-dan-microsoft-teams/tai-lieu-tap-huan-huong-dan-day-hoc-truc-tuyen-voi-microsoft-teams
https://pcntt.pnt.edu.vn/vi/huong-dan-microsoft-teams
https://support.office.com/vi-vn/teams

