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1. HUONG DAN SU DUNG TEAMS TREN MAY TiNH

1.1. Cai dat ung dung Teams

- Nguoi dung vao trinh duyét web (google chrome hoic cdc cdc) > copy dudng
dan https://teams.microsoft.com/downloads vao thanh tim kiém > 4n Enter

New Tab
c S ‘teams.microsoft.com,

» YouTube ¥ Cambridge Dictiona...

75 Download Microsoft Teams ¢ X+

@ teams.microsoft.com % @ @ incognito 4

Microsoft Teams Get started  Downloads Sign up for free

Teams on your desktop. It's just better.

L Download Teams

More options

7j Download Microsoft Teams o X+

& C @ teamsmicrosoft.com Y @ @ icognito L

Microsoft Teams Get started  Downloads Sign up for free

Teams on your desktop. It's just better.

L Download Teams

More options

Show all X

TJ)  Teams_windows x64.exe

Trang: 4


https://teams.microsoft.com/downloads

- Cira sb cai dat ung dung teams hién ra > chon “Run”

7 Download Microsoft Teams o X+

= C @ teamsmicrosoft.com ¥ Q@ @ incognito U

Microsoft Teams Get started  Downloads Sign up for free

Open File - Security Warning X

Do you want to run this file?

Teams etter.

Name: C:\Users\dell\Ds \Teams windows x64.exe

Publisher: Microsoft Corporation
Type: Application

From: C:\Users\dell\Downloads\Teams_windows_x64.exe

[l Always ask before opening this file

While files from the Internet can be useful, this file type can potentially
harm your computer. Only run software from publishers you trust.
What's the risk?

Show all

) Teams_ windows x64.exe
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- Khi cai dit thanh cdng tng dung ty dong hién thi trén man hinh may tinh.

&# Microsoft Teams — X

Microsoft Teams

4 8

|

Enter your work, school,
or Microsoft account.

|S'gn—ir"| address

MNot on Teams yet? Learn more

-

deavoceums
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1.2. Ping nhip lin diu va d6i mat khau

- Mo Teams va dang nhap

- Click vao cira s6 windows > nhap tén ng dung “Microsoft Teams” > click vao
tén irng dung.

B2 0O @&

Best match

i Microsoft Teams
A

PR
Search the web |
microsoft teams - See web results >
2 microsoft teams download >
£ microsoft teams login >
2 microsoft teams outage >
2 microsoft teams status >
2 microsoft teams online >
X microsoft teams app >
4~ microsoft teams exploratory S

2 microsoft teams ||
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- Ung dung “Microsoft Teams” hién ra > nhap tén nguoi dung > click vao “Sign

2

m

B Microsoft Tearns — *

ry

Microsoft Teams

Enter your work, school,
or Microsoft account.

user1btc@cmcts1 99x.0nmicrosoft.com‘

Mot on Teams yet? Learn more

Trang: 8



- Giao dién “Login to Microsoft Teams” hién ra > nhap mat khau > click vao “Sign

m

] K Login to Microsoft Teams — O *

B® Microsoft

user1btc@cmcts19%.onmicrosoft.com

Enter password

Forgot my password

Sign in with another account

Terms of use Privacy & cookies
g

Trang: 9



- Van & trén giao dién “Login to Microsoft Teams” ¢ yéu cau doi mat khau cho
lan dau tién dang nhap vao MS Teams > ngudi dung s& thuc hién 3 thao tac sau:
+ Nhap mat khau hién tai
+ Nhap mat khau méi
+ Nhap lai mat khau méi

- Sau d6 4n “Sign in”

] i Login to Microsoft Teams — O x

Be Microsoft

user1btc@comcts 199 .onmicrosoft.com

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.

ku rrent password

MNew password

Confirm password

Terms of use Privacy & cookies
g
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- Dbang nhap vao tng dung Teams thanh cong.

Search or type a command

Teams N - General Posts Files Wiki + @ Org-wide
Your teams —
B s
General e
Add more people Create more channels Open the FAQ
n BTCGroup
& Unknown User and Unknown User joined the team.
AdminlnSecurityGroup February 5, 2020
& Unknown User joined the team.
AddmemebersofDisGroup o

&' Unknown User joined the team.
February 6, 2020

test & Unknown User joined the team.

February 11, 2020
CMCTS Team & Unknown User joined the team
General & Unknown User joined the team.

. February 28, 2020
Private Channel & Y
& On-Premises Directory Synchronization Service Account joined the team.

Public Channel March 15, 2020
Tien Le has added AdminBTC to the team.

o
=
& Tien Le has added UserIBTC and User2BTC to the team.

Tien Le has removed Unknown User and 6 oth

Start a new conversation. Type @ to mention someone.

8" Join or create a team 3 A @ Q@M B G B Qe B
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1.3. Gi6i thi¢u giao dién chinh va ciac chirc ning co ban

Microsoft Teams 1a mot hé théng cung cip chat, meetings, notes, va tép dinh

kém Tinh ning nay dugc tich hop sin trong Office 365, giip cac nhom 1am viée
trong cong ty c6 khong gian chung dé thao luan va lam viée. Cac cong cu chinh cta
Teams:

Teams and channel - Tim kénh dé tham gia hay tao kénh cua chinh ban. Bén
trong cac kénh, ban c6 thé td chirc cac cudc hop tai chd, c6 cac cudc hoi thoai va
chia sé tép.

Meeting - Xem tat ca moi thir ban da sdp xép trong ngay hay tuan. Hoac 1én lich
cho mét cudc hop.

Calls- Trong mot sb trudong hop, néu té chic cia ban da thiét 1ap, ban c6 thé goi
bat ky ai tir Teams, ngay ca khi ho khdng st dung Teams.

Activity - Nam bat tat ca cac tin nhan, @deé cap dén, tra 10i chua doc, va nhiéu
hon thé nixa.

1.3.1.  Activity

Quan 1y cc hoat dong clia nguoi dung trong to chirc. N6 gom 2 chire ning chinh.

+ Activity Feed: thong bao vé cac hoat dong vé chat, teams, call ... ma ban duoc
user trong to chirc tuong tac dén ban véi 1 sb hanh dong nhu memtioned, reacted ...

Microsoft Teams

Feed v

28" Lan, added you to 2020- 10:28 AM

LM
01, Team online tai BTC-...
™™ Tien. mentionad you 314
Azure laa5 & M365
Dung. Le Manh - CT5 T5C vs Linh. Hoang V...
™ (<0 Tien. mentioned you N4

Azure laa5 & M365
Dung. Le Manh - CT5 T5C, Linh. Hoang Vu ...

+ My activity: thong bao vé cac hoat dong ma ban di tuong tac trong chat, teams ...
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Microsoft Teams

My Activity v

DM You. . 3410
Replied in 4. Dao tao
Bén nhan su ok thi sang thi 5 e thi a

DM Yc:u. . 3410
Replied in 2. Tu van
Hé thdng bank ac that.

DM You 3/10
Replied in 2. Tu van
Vang a

Trang: 13



1.3.2. Chat
- Pay la chtic ning pho bién trong hién nay ban c6 thé ndi chuyén, trao doi thong
tin riéng tu (1:1) hodc véi nhom (1:n). Tinh ning nay hd tro cac chic ning co
ban nhu

+ DPinh dang font chir.

+ Nhan manh noi dung.

+ Gui t€p dinh kém, chia sé dit li¢u.
+ Gui Emoji, Gjf, Sticker.

+ Video call, Audio call.

“ Search or type a command e — O

Chat Recent Contacts W U.;‘ User2BTC chat Files Organization 1 more v oo@ £y

Start a new private conversation A
here.

Suggested

U, User2BTC

-

L I3
-~

You're starting a new conversation

Type your first message below.

Trang: 14



1.33. Teams
- Pay la tinh nang ndi bat, méi danh cho ngudi dung. Tinh ning nay hd trg cac
churc nang co ban nhu:

+ Tao channel

+ HJ tro trao d6i cong vi¢e

+ Chia sé dit liéu.

+ Thém tab tng dung

+ Cung xur 1y cong viéc trén 1 tai liéu

& e “

Teams g General Posts 2more v+ @ Org

Your teams

. CMCTS Welcome to the team!

n BTCGroup

General

PrivateChannel &
n Userl create team ﬂ
AdminlnSecurityGroup

. test

General

Here are some things to get going...

Add more people Create more channels Open the FAQ
n AddmemebersofDisGroup

g AdminBTC has added UserIBTC to the team.
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1.34. Calendar
- Tinh niang ndy gilp ban quan 1y cong viée, c4c budi hop 1 cach dé dang. Trudc
khi bat dau cudc hop 15 phit s& c6 thong bao hién trén smartphone, laptop cta
ban.

4 Search or type a command e = |
Calendar Si Meet now
] Today < > March 2020 You're up to date! (2] Work week
16 17 18 19 20
onda Tuesday Wednesda, Thursday Friday

| New Mesting

- Tinh niing nay hd trg cic chirc ning co ban nhu:
+ Tao New meeting hay meet now
+ Quan 1y cong viée

+ Nhic nhd nguoi dung khi cudc hop sip bat dau trong 30 phut, 15 phat
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1.3.5. Calls

- bay la tinh nang gitp ban quan 1y contacts, lich st cudc goi cia ban.

. ) 2
Microsoft Teams = Search or type a command CMC Technology & Solution ~ @
Calls Contacts
Y, Speed disl
[® Contacts —_—

@ History Name Title Phone
Voicemail
LV Linh. Hoang Vu... B = ;& -

%, Make a call
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1.4. Sir dung Teams dé chat, chat nh6m

- User c6 thé chat hodc chat group véi ngudi dung trong to chirc theo huéng dan
Sau.

1.4.1. Chat
- Mo tng dung Ms Teams > chon “Chat” > click vao icon “New chat”

2
Search or type a command CMC Technelogy & Solution ~ @

Chat Rocont Contacts W &3 Azure laaS & M365 & chat Fles + Q0 =

g g vy

- Tai “to” nguoi dung tim tén, email hoic group trong to chirc dé bat dau chat.

s “

Chat Recent Contacts Y Tor TL Tienle X ~
» Recent
New chat
y ser2BTC 2:44 PM
® You @ N
—
-
-

You're starting a new conversation

Type your first message below.

Type a new message

A ! ¢ @ B B B @ - B

- Trong tinh nang chat ta c6 mot s chirc nang co ban nhu sau:

+ Click L2 @ chon format chat.
B 7 U & T A A Paragraph ~ I, <= »Z= = i= 1 @&
Type a new message
AelV @ @ @ B B > R =3

+ Click vao icon m dé nhan manh noi dung chat.

Trang: 18
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5 Standard o

Message will be sent as usual

y Important
’ Message will be marked as important

'y Urgent

Recipient notified every 2 min for 20 min

plecomea e e

é

+ Click vao icon dé gui file dinh kém tir may tinh hozc OnDrive.

& OneDrive

2]  Upload from my computer

p 1[elom e e s e

+ Click vao icon

dé gui Emoji.

IfEE';" Q
i~ e o -
- 7 . * — ~
N " -
s aYv e
m 5 .
o B A £
R 3 F EE
& AN » o
® = ¢
= e o o &
= = & @ 8

vt oBBE B B B @

+ Click vao icon @ d¢ gui cac anh Gif.
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owered By Giphy View Terms

A!' ¢cO@EF & DB Q

+ Click vao icon B dé gui cac Sticker

| Popular ISearch Q

Office Drama

Popular stickers and memes

,,.
N

IT WORKS ON
MY MACHINE

Meme

Designers

Devs

Legal

Broccoli

*H WO E

& Bee

ﬂ Teamsquatch

@ Bummer Bert

Yoo @Ele s e

+ Click vao icon o dé video call .
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U(h User2BTC chat 3more~ —+

+ Click vao icon o dé audio call .

U(h User2BTC chat 3more~ —+

000

This message has been deleted. Undo

000

This message has been deleted.  Undo

oot
[=v]
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1.4.2.  Chat Group
1.4.2.1. Create a chat group

- Moé ung dung MS Teams > click vao “Chat” > click vao icon

24 Search or type a command

Chat Recent Contacts u_ User2BTC chat 3more v + oo@ Hy
a Recent .
Chat This message has been deleted. Undo
v User2BTC 9:44 PM
@ You: @
"
S
[©]

- Cira s6 “Add” user vao chat nhom hién ra > nhap tén user > click “Add”

4 Search or type a command Q — |

;_'_!_.___ Chat Recent Contacts U_ User2BTC Chat 3more~ + o o @ e
a Recent Add
Chat _
U User2BTC %44 PM A AdminBTC X
@ You: @

e

1.4.2.2. Editachat group name

- Click vao icon # dé stra tén nhom > ctra s6 “Group Name” hién ra > nhap noi
dung can stra > an “Save”

Search or type a command e -
Chat Recent Contacts AU ©AdminBTC, @USETZBTC Chat Files —+ o o @ 83
Recent >
BTC G
Ay AdminBTC and User2BTC 1028 P rour
Vou: Hello Group S
Cancel
User28TC 944 PM Hello Group ¢,
u_ o
© You @
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1.5. Sir dung Teams dé goi dién (goi thoai va goi video)

1.5.1.  Goi dién tir cira so6 “Call” trén Teams

- Mo ung dung Teams > click vao “Calls” > chon “Contacts” > chon “Make a call”

[ Search or type a command a =

Calls Contacts

X, Speed dial

[® Contacts

@ History

Voicemail

Add some contacts and give them a call

- Cua sd “Make a call” hién 1én > tim kiém user can go1 > user can tim hién ra > ta
click vao user do.

Search or type a command

a
Actiity Make a call Contacts
a user2
ana ) User2BTC
Bt b USER2BTC
L%
Calls

Trang: 23



- Khi di tim kiém duoc user > ta chon icon o dé “Audio Call” hodc icon o
dé “Video Call”

4 Search or type a command e —

Calls Contacts
%, Speed dial
[ Contacts

@ History

Voicemail

Make a call

u User2BTC X

Your recent contacts will show up here

Add some contacts and give them a call

Trang: 24



1.5.2.  Goi dién thoai truec tiép tir cira s0 “Chat”

Mo tng dung Teams > chon cura s6 “Chat” > chon 1 user dé “Chat” > user c6 thé

chon icon o dé “Audio Call” hodc icon O dé “Video Call”

£ Search or type a command e =

U_ User2BTC Chat Files Organization 1more~ + @ a5"

Chat Recent Contacts
ent
Yesterday 9:44 PM
Ay BTCGroup 317 .
You: Hello Group S
- @
y  Yser2BTC N7

© You @

TL_ Tienle

- Mo tng dung Teams > chon ctra s6 “Chat” > chon group dé “Chat Group” > user

6 thé chon icon o dé “Audio Call” hodc icon Q dé “Video Call”

4 Search or type a command e _

AU BTCGroup # Chat Files + @ '3

Chat Recent Contacts Y

Fecent & UserlBTC added AdminBTC and User2BTC to the chat
BTC Group 37

AU
You: Hello Group Yesterday 10:28 PM
User2BTC N7 Hello Group 1)

® Yous
ou @ & UserlBTC changed the group name to BTC Group.

TL_ Tienle

Tinh nang trong lic video call (meeting)
- Khi nguoi dung dang trong I0c video call (meeting) nguoi dung s& nhin thay giao
dién nhu hinh dudi.
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Search or type a command

User2BTC %

- Tai giao dién ndy nguoi dung c6 thé thyc hién cac chirc ning nhu share man hinh,
record, x6a phong ...
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1.5.2.1. Chia sé man hinh

- Click vao icon dé chia s¢ man hinh > cac man hinh can chia sé hién ra >
chon 1 man hinh can chia sé

Browse Whiteboard

Window PowerPoint

E No files available
T (]

Microsoft Teams Presentation1 - PowerPoint Microsoft Whiteboard

-
Freehand by InVision

BIC - Tai liéu huéng ddn ...  Snagit Editor - [Mar 18, 2...

[ca - =} x

LeeDung & Share

Inset  Design  Transitions

ﬂ-D | Etayout~ ~NOooO DEI £ Find
1] Reset A1LLepddr - 20 Replace ~
Paste New PN = Armange
o Slide~ 5 Section © TAYR R 25 454 M [ Select~
Clipboard r] Slides Font Paragraph Drawing Editing ~
1

Cubc hop khin cip 086

Slide1of 1 [[Z  English (United States) = Notes B Comments =

Trang: 27



- Pé ding viéc chia s¢ man hinh > ngudi dung click vao icon

Search or type a command

Vour status is set to do not disturb. You'll only get notifications for urgent messages and from your pricrity contacts. Change settings.

Cubc hop khin cip 1225

User2BIC & +++

®

1.5.2.2. Ghilai cudc hop
- Click vao icon “...” > chon “Start Recording” dé bat dau ghi lai cudc hop

Search or type a command

£33 Show device settings

[E Show meeting notes

O Enter full screen

7% Start video with blur

Turn on live captions (preview)
eypad

© Start recording

(4 Turn off incoming video

§ & -~

User2BTC

=

Trang: 28



- Khi cudc hop két thic > ta vao lai kénh da bat dau cudc hop > tim tén cudc cudce
hop > click vao play video

£4 Search or type a command e —
Teams i General Posts Files Wiki Mesting Notes -+ @ Team 2 Guests
& AdminBTC has added Imdung (Guest) and lemanhdung1003 (Guest) to the team.
Your teams Today
mers G | Cubc hop khan cap started
ﬂ BTCGroup Collapse all
UserfBTC 932 AM
General "~ L
@ Cudc hop dang dudc ghi lai

PrivateChannel 2

G4 Meeting ended: 3m 14s

[ [p—

n AdminlnSecurityGroup

General |

Meeting
Recorded by: User1BTC

o
2m 2s

plav video

& Reply

- Video ghi lai cudc hop hién 1én

Cudc hop khan cap

g
n 49 006/ 2:01 Microsoft Stream
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1.5.2.3. Ghichu

- Dé tao ghi chu trong khi hop ta click vao icon “...” > chon “Show meeting notes”.

Search or type a command

£33 Show device settings

[E Show meeting notes

O Enter full screen

art video with blur
urn on live captions (preview)
eypad

© Start recording

(4 Turn off incoming video

00
8] Lol

User2BTC

- Giao di¢n “Meeting notes” hién ra > chon “Take notes”

Search or type a command Q = X

Meeting notes X

N

Go ahead and start taking
notes!
Notes you take are shared with
others and are accessible before,
during, and after the meeting.

User2BTC

Trang: 30



- Van ¢ giao dién “meeting notes” >ta nhap tiéu dé “Notes”, ghi chl ndi dung.
Search or type a command @ -

Meeting notes X

Notes

Capture meeting objectives, important
notes or action items

User2BTC *+*

- Khi cudc hop két thuc dé xem lai “take notes” > ta vao kénh di tao cudc ho > tim
tén cua cudc hop > click vao “Show notes in full screen”

= Search or type a command
Teams Y n General Posts Files Wiki Meeting Notes + @ Team 2 Guests
Your teams _
S Cuéc hop gitra BTC va CMC started
cMmeTs
2 replies from you and User2BTC
n BTCGroup Gt Meeting ended: 4m 44s W o

General Meeting

PrivateChannel & Recorded by: User1BTC

n User1 create team

n AdminInSecurityGroup

& Reply

| General =] | Cugc hop chuyé&n déi hé théng started

Collapse a
u

User1BTC 9:47 AM
Created meeting notes for this meeting

Show notes in fullscreen

G4 Meeting ended: 8m 8s P U

n AddmemebersofDisGroup

& Reply

- Tab “Meeting notes” hién ra dé nguoi dung c6 thé xem noi dung di ghi chu trong
cudc hop.

£ Search or type a command e =
Teams 7 General Posts Fies Wik + SO e

Your teams

cMcTs

| Cudc hop chuyén déi hé théng |

“ BTCGroup Tast edited: 14m ago
G | -
enera K& hoac1
PrivateChannel ©
* Néi dung 01
B et creare team * Noi dung 02

n AdminlnSecurityGroup

General

Trang: 31



1.5.2.4. Xoa phéng

- Trong cudc hop ma ngudi dung mudn x6a phong > click vao icon «...” > chon
Blur my backgroup”

Search or type a command

£33 Show device settings

B Show meeting notes

O Enter full screen

ur my background

urn on live captions (preview)
i Keypad
© Start recording

(44 Turn off incoming video

g &

User2BTC

- Két qua x6a phong thanh cong

Search or type a command

User2BIC *+*

Trang: 32



1.5.2.5. Chat trong cudc hop

- Trong khi hop ngudi dung c6 thé chat véi nhau > click vao icon dé bat dau
chat

Search or type a command

User2BTC

- Giao dién “meeting chat” hién ra > nhap ndi dung chat ma ngudi ding mudn trao
doi > an Enter.

Search or type a command @ = X
Meeting chat X

Reply
A ¢ Q@B B B
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1.6. Lam viéc qua cac nhom (Team) va kénh (channel)

1.6.1.  Gi6i thiéu vé teams/channel

Nhom (Teams)

Nhém duoc thiét ké dé tap hop mot nhom ngudi phdi hop chit chd nham hoan
thanh cdng viéc. Nhém cd thé thay d6i cho cong viéc dua trén du &n (vi du: ra
mét san pham, tao phong tranh luan sé), ciing nhu duy tri lién tuc, dé phan anh
két cau ndi bo cua té chirc ban (vi du: phong ban va vi tri van phong). Chi cac
thanh vién nhém méi nhin thay cudc trd chuyén, tép va ghi chd trén cac kénh
nhom.

Kénh (Channel)

Kénh gitp t6 chic cudc trd chuyén, ndi dung va cdng cu caa nhém xoay quanh
maot chu dé cu thé. Co thé to chirc kénh, chang han nhu theo chu dé (su kién),
nguyén tac (thiét ké&), dy an (trién khai) hoac giai tri (noi dung giai tri). Chu so
hitu nhém c6 thé tao kénh va cho phép cac thanh vién nhém tao kénh khi can.
Céc tab doc dau kénh cho phép nhém gitr lai tép, ghi chi va noi dung tdy chinh
nhu s liéu Power BI, muc tiéu kinh doanh trén tai liéu Word hoac biéu do to
chuc trén trang chiéu PowerPoint. Sau d6, moi ngudi trong nhoém cé thé dé dang
truy cap noi dung nay. C6 thé tly chinh cac trinh két néi bo sung véi tng dung
bén thu ba ¢ cip do kénh dé thu thap dit liéu tir cac cong cu thudng dung nhu
Trello, Asana, GitHub, v.v..

1.6.2.  C&ch thirc tao teams, thém member, tao channel
16.21. Tao nhém

Mo ting dung Teams > click vao “Join or create a team”

£ Search or type a command e -
Teams Vv General Posts Files Wiki Meeting Notes + @ Team 2Guests  *e+
Your teams
E’]‘ Show notes in fullscreen
CMCTS
G¢  Meeting ended: 8m 8s
n BTCGroup & Reply
General
PrivateChannel [} Cudc hop thif 3 started
User1 create team Collapse al
u User1BTC 10:19 AM
n AdminlnSecurityGroup aaa
@ 1 St Meeting ended: 12m 19s
< Reply
test
(=1} Meeting ended: Tm 55s
n AddmemebersofDisGroup
< Reply
(=1} 123 ended: 3m 34s
< Reply
Start a new conversation. Type @ to mention someone.
E—— -~ = =
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- Giao dién “Join or create a team’ hién ra > click vao “Create Team”

- o

Teams e |J0iﬂ or create a team | Search teams Q
Your teams
‘ cMcTS h e
General
Create a team Join a team with a code Public Team
n BTCGroup public
00 Entr code
AdminInSecurityGroup Public Team

-
' AddmemebersofDisGroup

test

Teams01 Teams02

Public Public

Teams01 Teams02

sat

& Join or create a team 58
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- Giao dién “Create your team” hién ra > click vao “Buld a team from scratch” >

Create your team & @ o .
R =

y

Build a team from scratch

. »  Create from...
An existing Office 365 group or team

What's a teamn?

Trang: 36



Giao dién “what kind of team will this be?”” hién ra > click vao “Private”

What kind of team will this be?

N Private
| Pecple need permission to join
Y i
& Public
b L Anyone in your org can join
< Back
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Giao dién nhap tén team hién ra

Some quick details about your private team

Team name

Give your team a name

Description

Let people know what this team is all about

< Back
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- Nguoi dung nhép tén team ctia minh > click vao “Create”

Some quick details about your private team X

Team name

CMCTS Team @

Description

Let people know what this team is all about

Trang: 39




- Giao dién “Add members to ... ““ hién ra > click vao “Skip”

r
Add members to CMCTS Team
Start typing a name, distribution list, or security group to add to your team. You can also add people
outside your organization as guests by typing their email addresses.
Start typing a name or group
Skip
L

1.6.2.2.  Thém thanh vién vao nhém

- Click vao “Teams” > vao nhom vira tao > chon icon “...” > chon “Add members”

@ o

Teams =7 £T Famav=l ot Files Wiki @® Team
2 Hide | —

2 Search or type a command

Your teams

€} Manage team Welcome to the team!

- cMcTs

General
n BTCGroup
AdminInSecurityGroup

n AddmemebersofDisGroup

test
L c1 CMCTS Team

General

& Add channel

& Add member

€ Leave the team

Here are some things to get going...

& Edit team

@ Get link to team

ol Ja

Add more people

) Manage tags

il Delete the team

=

Create more channels

Open the FAQ
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- Giao dién “Add members to ... “ hién ra > nhdp tén ngudi ding can thém vao
nhom

Add members to CMCTS Team

Start typing a name, distribution list, or security group to add to your team. You can
also add people outside your organization as guests by typing their email addresses.

Start typing 2 name or group

Close

- Tén nguoi dung dugc tim thay hién ra > click vao ngudi dung do.

Add members to CMCTS Team

Start typing a name, distribution list, or security group to add to your team. You can
also add people cutside your organization as guests by typing their email addresses,

user1BTC

User1BTC
USER1BTC
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- Van ¢ giao dién “add members to ... “ > click vao “Add”

Add members to CMCTS Team

Start typing a name, distribution list, or security group to add to your team. You can
alzo add people cutside your organization as guests by typing their email addresses.

Close

- Van ¢ giao dién “add members to ... “ > click vao “Close”

Add members to CMCTS Team

Start typing a name, distribution list, or security group to add to your team. You can
also add people outside your organization as guests by typing their email addresses,

Start typing a name or group

User1BTC

v USERIBTC

Member ~ X

Close
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1.6.2.3.  Thém kénh vao nhom
a. Kénh cong khai

- Vao Teams > chon Teams > click vao icon ““...” > chon “Add Channel>

Search or type a command

Teams © Posts Files Wiki + @ Team
& Hide

Your teams

@ Manage team

B oo Welcome to the team!
B Add channel
General - Here are some things to get going...
& Add member
n BTCGroup € Leave the team
& Editteam
AdminlnSecurityGroup
@ Get link to team
“ AddmemebersofDisGroup ¢{J) Manage tags
test il Delete the team
+ €T CMCTS Team =
General Add more people Create more channels Open the FAQ

- Giao dién “Create a channel “ hién ra > nhap tén channel > Click vao “Add”

Create a channel for "CMCTS Team" team

[Channel name |

Public Channel )

Description (optional)

Help others find the right channel by providing a description

Privacy

Standard - Accessible to everyone on the team (1)

E] Automatically show this channel in everyone’s channel list

b. Kénh riéng tw

- Mo tng dung Teams > chon Teams > chon icon “...” > chon “Add channel”
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A Search or type a command e -

Teams o N © josts Files Wiki + ® Team
2 Hide
Your teams
53 Manage team
B o Welcome to the team!
& Add channel
General - Here are some things to get going...
& Add member
n BTCGroup = Leave the team
& Edit team
- AdminlInSecurityGroup
@ Getlink to team -
n AddmemebersofDisGroup ) Manage tags
test il Delete the team
. €T CMCTS Team =1
General Add more people Create more channels Open the FAQ

- Giao dién “create a channel hién ra > nhap tén channel

- Van trén giao dién nay tai “Privacy” > Chon “Private — Acess ...”

Create a channel for "CMCTS Team" team
Channel name

Private Channel )

Description (optional)

Help others find the right channel by providing a description

Privacy
Standard - Accessible to everyone on the team 9
Standard - Accessible to everyone on the team ~
Private - Accessible only to a specific group of people within the team .
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- Click “Next”

Create a channel for "CMCTS Team™ team
Channel name

Private Channel

Description (optional)

Help others find the right channel by providing a description

Privacy

Private - Accessible only to a specific group of people within the team v (@
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- Giao dién “Add memembers to ...” hién ra > nhdp thanh vién can thém vao
“Channel”

Add members to the Private Channel channel

This is a private channel, so only the pecple you add here will see it.

user?

User2BTC
USERZ2ETC

Close
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- Thém thanh cong > Click “Add”

Add members to the Private Channel channel

This is a private channel, so only the people you add here will see it.

Close
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Chon “Close”

Add members to the Private Channel channel

This is a private channel, so only the people you add here will see it.

Start typing a name

User2BTC
USER2BTC

Member ~ X

Close

Trang: 48




1.7. Huéng din tao Meetings trén Teams

- Mo tng dung “Teams” > click vao “Calendar” > click vao “New meeting”

= bl

4 Meet now + New meeti

Calendar

() Today < > March 2020 You're up to datel  [E] Work week

16 17 18 19 20

Wednesday

Phang trénh Covid 19
Téng 1,56 11 Duy Tén, Ha N&i Admi B

15 1o B

- Giao dién “New meeting” hién ra > ta hoan thanh céac truong ndi dung sau:
+ Add title: nhap tiéu dé cua cudc hop
+ Add required attendees: thém thanh vién tham gia cudc hop
+ Tai icon : diéu chinh thoi gian hop
+ Add channel: chon kénh s& dién ra cudc hop nay.
+ Add location: nhap vi tri hop

+ Type details for this new meeting: miéu ta ndi dung cudc hop

A Search or type a command

g
New meeting Details Scheduling Assistant m

Time zone: (UTC+07:00) Bangkok, Hanoi, Jakarta v

& Add title
O Add required attendees + Optional
Mar 19, 2020 12:30PM v Mar 19, 2020 1:00PM ~ 30m @ All day

(%] Does not repeat ~

= Add channel

@ Add location

B 7 U S v A A remgrephv I

il
1
1
@

111
[

Type details for this new meeting
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Khi hoan thanh cé&c noi dung trén > an “Send”

i Search or type a command

. New meeting Details Scheduling Assistant

Time zone: (UTC+07:00) Bangkok, Hanoi, Jakarta

& Phéng tranh Covid 19

= U User2BTC + Opticnal
Mar 19, 2020 1230PM ~ Mar 18, 2020 100PM ~ 30m @  Allday

Suggested: 12:30 PM-1:00 PM 12:00 PM-12:30 PM 11:30 AM-12:00 PM

(%] Does not repeat v

3 @ 8TCGroup General

@ @ Tang 1,56 11 Duy Tan, Ha Néi X

B 7 U S v A WA Pasgeph

[
I
I
iii
i
@
i
H
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2. HUONG DAN SU DUNG TEAMS TREN DPIEN THOAI

2.1. Cai dat ung dung Teams

2.1.1. Android

- Vao Google Play trén dién thoai > tim kiém ung dung “Microsoft Teams” > tai
ung dung vé

- Hodc click vao duong dan sau dé tai ing dung vé

https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en

2.1.2. 10S
- Vao App Store trén dién thoai > tim kiém tng dung “Microsoft Teams” > tai ing
dung vé

- Hoic click vao dudng dan sau dé tai g dung vé

https://apps.apple.com/us/app/microsoft-teams/id1113153706

2.2. Ping nhap va doi mat khau

- Mé smartphone tim ing Microsoft teams vira tai vé > click vao ing dung

Trang: 51


https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en
https://apps.apple.com/us/app/microsoft-teams/id1113153706

- Giao dién dang nhap Teams hién ra > click vao “Pang nhap”

Microsoft Teams

Chao mung ban dén vai
Microsoft Teams! Noi cac
nhom cé thé clng lam
viec mot cach thu vi hon.

Pang nhap

[ Pang ky mién phi ]

-
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- Nhap tén user dang nhap > chon “DPang nhap”

é

Péang nhap bang tai khoan co quan,
trudng hoc hodc tai khoan Microsoft
cua ban,

user1btc@cmcts199x.onmicr

Pang nhap

Nhan trg giup dang nhap
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- Giao di¢n nhap mat khau hién ra > nhdp mat khau > click vao “Dang nhap”
B Microsoft

< userlbtc@cmects199x.onmicrosoft.com
Nhap mat khau

i ban dang truy cap vao thang tin nhay cam,
ban cén kigm chire mat khau cia minh.

Téai 48 quén mat khau

Bang nhap bang tai khoan khac

bang nhap
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- Giao dién cap nhat mat khau hién ra cho 1an du dang nhap > ban thyuc hién 3
thao tac sau:

+ Nhap mat khau hién tai
+ Mat khau méi
+ X4c nhan mat khau

- Khi nhap xong 4n “Pang nhap”

B Microsoft

user1bte@emets199x.onmicrosoft.com

-~ "~ -~ e £l
Cap nhat mat khau cua ban
Ban cén cap nhat mat khau vi day |a |an dau
tién ban dang nhap hodc do méat khau cua ban

& hét han.

Mat khau hién tai

Mat khau mdi

Xac nhan mat khau

Quay lai Pang nhap
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- Chon “Tiép theo”

h_

Cong tac vai nhirng ngudi
khac va chia sé tép trong
cac kénh.

Tiép theo
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- Chon “Tiép theo”

Tro chuyén riéng véi déng
nghiép hoac thuc hién tro
chuyén nhom.

Tiép theo
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- Chon “Tiép theo”

Tham gia cac cudc hop va
thuc hién cudc goi bang
tinh nang chia sé man hinh,
video va am thanh.

sce
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2.3. Sir dung Teams dé chat, chat nhém
23.1. Chat

- Mo tng dung teams > click vao “Tro chuyén” > click vao @

— Tro chuyén Q
GAN DAY DANH BA
BTC Group Hém qua

Ban: Hello Group

User2BTC Hém qua
g Ban &
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- Nguoi dung nhép user can chat > user can tim hi¢n ra > click vao user do.

¢~ Cudc tro chuyén méi
Pén:  user

u User2BTC
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Giao di¢n chat hién ra > ndi dung can chat va an “gtri”

e User2BTC e 4 Qk:)

Co mat gan nhat 1

Pén: | User?BTC |

Hom qua 21:44

L]

Trang: 61



2.3.2.  Chat group
2.3.2.1.  Create a chat group

- Mo¢ tng dung teams > click vao “Tro chuyén” > click vao @

— Tro chuyén Q
GAN DAY DANH BA
BTC Group Hém qua

Ban: Hello Group

User2BTC Hém qua
g Ban &

- Nhép thong tin nguoi can thém vao nhoém chat, nhap ndi1 dung can giri va
an gui
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B N§ B 48[l 38% @ 18:21

<& Linh. va Tien. O

Pén: <Linh. Hoang Vu - CTS TSC>

(Tien. Le Manh - CTS TSC>

Hello group
@ @ Ay [ X X ) >

© F @@ ¥ & v
agajejojuiocl’'t’L I’

giwlelrjtiyjujijolp
alsfidiflglhljikiljd
T zix{clvibln|mpE &

1#1 Tiéng Viét N K<
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2.3.2.2. Stta nhém
Click vao tén group chat boi do nhu trong hinh

&~ | TienvaUser2BTC | (4

TRO CHUYEN TEP

cudc hdi thoai.

Hom nay 12:02

f'*‘ 1ap tin nhan ma

M ] & @ A e

(S

XEM THEM

o+ User1BTC da thém Tien L. va User2BTC v

Hello group o

9
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- Giao dién “Chi tiét cudc tro chuyén” hién ra > chon “ Dt té€n cudc tro chuyén
nhoém”

&~ chitiét cudc tro chuyén or
Bat tén cugc tréo chuyén nhom y
g Tat tiéng cudc trdo chuyén
%&, Rai khoi cude trd chuyén
3 ngudi tham gia

TL Tien Le
[ ]

User1 BTC
© Ban

U UserZBTC

- Giao dién “bat tén cudc tro chuyén nhém” hién ra > nhap tén cia group chat >
chon “Ok”

bat tén cudc tro chuyén nhém

Cmcts group

X0A HUY OK
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2.4. Sir dung Teams dé goi dién

2.4.1.  Goi dién thoai tir cira s6 “Call”

- Mo& tng dung MS Teams > chon “Cudc goi” > chon icon “cudc goi” bdi dé nhu
trong hinh

—  Cuédc goi Q.
LICH sU THU THOAI
BTC Group 0210

U
% Théi luong: 57 gidy

® g e A

7]

Hoat dgng  Tro chuyén M by Lich Cude goi
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Nhép user can thyc hié€n cudc goi > user can tim hién ra > chon churc nang “Video
call “ hoac “Audio call”.

€~ Thyc hién cudc goi
Dén: userl

“ Lién hé trong danh ba (1)

U  User2BTC 04| |

Trang: 67



2.4.2.  Goi dién thoai tir cira s0 “Chat”

Pé goi dién thoai tir cira s6 “Chat” user c6 thé goi dién trong phan chat riéng tu
hoac chat group

Goi dién cho mdt ngwdi ban da tirng chat

Mo ung dung MS Teams > chon chirc nang “tré chuyén” > chon ngudi ma ban
muon goi dién.

— Tro chuyén O\
GAN DAY DANH BA
BTC Group Hom qua

Ban: Hello Group

User2BTC Ham qua
o Ban &
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Giao dién chat hién ra > chon chirc nang “Video call” hoac “Audio Call”

e User2BTC Qo :

Co mat gan nhat 10:48

TRO CHUYEN TEP XEM THEM

Hém qua 21:44

Hom nay 12:00

Nhap tin nhan mai

REMZIRANCIE .

Trang: 69



¢ Goi dién cho mft nhom chat ban dang tham gia

- M& ung dung MS Teams > chon chirc nang “tro chuyén” > chon nhdm chat ma
ban mudn goi.

—  Tré chuyén O\
GAN DAY DANH BA
BTC Group Hom qua

Ban: Hello Group

User2BTC Ham qua
© Ban g
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Giao dién chat group hién ra > chon chirc nang “Video Call” hodc “Audio Call”

€~ Cmcts group 04 |

TRO CHUYEN TEP XEM THEM

Hom nay 12:02
o+ User1BTC da thém Tien L. va User2BTC v

cudc hoi thoai.
Hello group ©

Y. User1BTC ddi tén cudc trd chuyén thanh
Cmcts group.

Mhap tin nhan mdi

g [w] @ (@ Ay  ees 0
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2.5. Lam viéc qua cic Nhom (Team) va kénh (Channel)

25.1.  Cach thirc tao teams, add member, tao channel
25.1.1. Taonhém

Mo ting dung MS Teams > chon “Nhom” > chon icon b6i do nhu trong hinh

Nhom [ Q

CMCTS

n

Chung -

BTCGroup

Chung

PrivateChannel &
AdmininSecurityGroup
Chung
AddmemebersofDisGroup

Chung

test

G
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1 ctra s6 hién 1én > chon “Tao nhém mai”

cg3 Quan ly nhém

—|— Tao nhém mdi

¢g  Duyéttimnhém

#H  Tham gia nhém bang ma

Trang: 73



- Giao dién “Tao nhom” hién ra > nhap thong tin tén nhdm va mo ta > chon vao
icon “v” boi do nhu trong hinh.

¢~ Taonhém

Tao nhém trén team|

Mé ta (tdy chon)

Thao tac nay sé gidp moi nguii tim thay
nhom cua ban

071024

Quyén riéng tu Riéng tu & co thé phat hién

- Giao dién “Thém thanh vién” hién ra > c6 thé thém thanh vién ngay lap ttrc hoic
chon icon “X” bdi d6 nhu trong hinh dé thém thanh vién sau.

S Thém thanh vien

Tao nhom

Thém: i\lhép tén hodc email

Tim ki€m moi nguixi trong td chire hodc thém ngudi
b&n ngoai td chirc cda ban bang cach nhap dia chi
email
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2.5.1.2.  Thém thanh vién vao nhom

M6 tng dung MS Teams > chon icon ba chidm bén canh nhém ma ban mudn thém
thanh vién.

Gd B aN§ B 4 Lal.al 37% @ 18:28

—  Nhém . Q

v CMCTS Team
Chung
Private Channel &

Public Channel

v BG  BTC Group

Chung

v MG m365 Group

Chung

Q E i Ny

Hoat déong Tro chuyén Nhom Lich Cudc goi
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- 1 ctra s6 hién 1én > chon “Quan 1y thanh vién”
C C y

Tao nham trén team

Rigng tu/ Bi mat

2(S Quan Iy thanh vien

(D Quinythé

=] auanlykenh
Réi khoi nham

Chinh sira nhom

N W

¥da nhom

Ek
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Giao dién thanh vién nhdm hién ra > click vao icon b6i d6 nhu trong hinh.

¢~ Thanh vién nhém (3) Q.

TATCA CHU SOHOU

AdminBTC Chi s& hiu
Ban

User1 BTC

UserZBTC
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Giao di¢n “Thém thanh vién” hi¢n ra > nhap user can tim > chon user tim duogc
> chon vao icon “V” bdi do nhu trong hinh.
Thém thanh vién
X

Tao nhom trén team

Thém: Tien Le

Trang: 78



2.5.1.3.  Thém kénh vao nhém
. Tao kénh cong khai
Tat ca thanh vién trong “Nhom” déu c6 thé trao d6i thong tin trong “kénh” nay.

Mo tng dung MS Teams > chon “Nhoém” > chon icon ba cham bén canh nhém
ban muon tao thém “kénh”

Cd BN B 4SLal.al 37% @ 18:28

—  Nhém . Q

v CMCTS Team

Chung
Private Channel &

Public Channel

v BG  BTC Group

Chung

v MG ma365 Group

Chung

Q 5 i35 Sy

<

Hoat dong Tro chuyén Nhom Lich Cudc goi
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1 cira s6 hién ra > chon “Quan 1y kénh”

Tao nhom trén team

Riéng tu/ Bi mat

S Quan Iy thanh vién

Quan Iy thé

Quan Iy kénh

R&i khdi nhom

Chinh stra nham

X6a nhém
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- Giao dién hién thi kénh hién ra > chon icon “+” bd do nhu trong hinh.

¢~ Taonhém trén team

Nhan vao hdp kiém d& hién thj kénh trong danh
sach kénh

Chung
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- Giao dién “Thém kénh” hién ra > nhap thong tin cia kénh > chon icon “V” boi
do nhu trong hinh.

€~ Thém kénh v

Tén kénh

Kénh ciing khai

WG ta (toy chomn)

Thao tac nay sé giap moi ngudi tim thay
kénh phi hop

Quyen riéng tu Tiéu chuan
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. Riéng tw
Chi nhiing thanh vién dugc thém vao “Kénh” ndy méi co thé trao d6i thong tin.
Chtrc ning nay cu hinh nhu sau

Mo rng dung MS Teams > chon “Nhoém” > chon icon ““:” bdi d6 nhu trong hinh.

—  Nhom :Q

CMCTS Team

Chung
Private Channel ©
Public Channel

™  Tao nhdom
Chung

TN Tao nhom trén team El
Chung

¥em tat ca cac nhom
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1 cira s6 hién 1én > chon “Quan 1y kénh” >

Tao nhom trén team

Riéng tu/ Bi mat

S Quan Iy thanh vién

Quan Iy thé

Quan Iy kénh

R&i khdi nhom

Chinh stra nham

X6a nhém
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- Giao dién hién thj “kénh” hién ra > chon icon “+” bdi d6 nhu trong hinh

¢~ Tao nhom trén team

Mhan vao hép kigm d& hién thj kénh trong danh
sach kénh

Chung

° Kénh cong khai

- Giao dién “Thém kénh” hién ra > nhap thong tin ctia kénh > chon “Quyén riéng
tu”

¢~ Thém kénh v

Kénh riéng tu

o ta (thy chon)

Thao tac nay sé gidp moi ngudi tim thay
kénh phu hop

Quyén riéng tur Tiéu chudn
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- Giao dién “Thém thanh vién” hi€n ra > chon user can thém

X

Thém thanh vién

Tao nhom trén team = Keénh rieng tu

Thém: Mhap tén hodc email

u

u

- Khi da chon user can thém > chon icon “V” b61 d6 nhu hinh.

X

User1 BTC
]

UserZ2BTC

Thém thanh vién

Tao nhom trén team = Kénh rieng tu

Them: [ User2BTC ‘:

"

Trang: 86



2.6. Hudéng din tao meeting trén Teams

2.6.1. Tao new meeting

- Mo tng dung MS Teams > chon “Lich” > chon icon “Thém lich” b6i dé nhu
trong hinh.

— Lich Q.

MNogay mai 19 Th3
| L4 = 1 .U T gie
I Tdng 1,58 11 Duy Tan, Ha Nai

Thirséu 20 Th3
Khéng cd cude hop nao
Thirbay 21 Th3
Khéng co6 cudc hop nao
Chi nhat 22 Th3
Khéng co cudc hop nao
Thir hai 23 Th3
Khéng co cudc hop nao

Thirba ¥
122]

Khéng co cudc hop nao

L E]

(ml]
o
[=T-]

O

Trang: 87



- Giao dién “Sy kién m6i” hi¢n ra > nhap day du cac thong tin sau.

+ Tiéu dé: nhap tiéu dé cua cudc hop

+ Thém ngudi tham gia: thém thanh vién tham gia cudc hop

+ lcon ® : diéu chinh thoi gian hop

+ Chia sé 1én kénh: chon kénh s€ dién ra cudc hop nay.

+ Pia diém: nhap vi tri hop

+ M6 ta: mo ta noi dung cude hop

X

i (g

©

Q

G ©

Swkién mai
rieu de
Thém ngudi tham gia
Chia sé I&n kénh
Ca ngay
T.4,18 Th3, 2020
T.4,18 Th3, 2020
Dia diém
Lap lai

Hién thi dudi dang

Mo ta

15:30

Khong bao qi&

Ban

Trang: 88



Khi hoan thanh céac théng tin trén > click vao icon “:” b6i d6 nhu trong hinh.

X

cT

Q

Sukign maoi

Cugc hop quan trong

Thém ngudi tham gia

Thay d&i kénh

CMCTS Team
Chung

Ca ngay

T.4,18 Th3, 2020

T.4,18Th3, 2020

Pia diém

Lap lai

Hién thi dudi dang

v

17:00

17:30

Khong bao gid

Ban

Trang: 89



2.6.2.  Cac tinh ning trong lic video call

- Be ¢o the join vao cudc hop > user chon “ Lich” > chon “Tham gia” cudc hop.

—  Lich Q
Hom nay 18 Th3
Cme test
17:15-17:45
test/Chung
Ngay mai 19 Th3
! Phong tranh Covid 19
; 12:30-13:00
g Tang 1, 58 11 Duy Tan , Ha Nji
Thirsau 20 Th3
Weekly meeting Team Azure laaS & M365 -
TSC
10:00-12:00 2
Phong hop tang 14
TSC_Pang ky phong hop thang 3.4, 2
10:00-12:00 & -
B L]
Il 5| i =] '™

Trang: 90



- Giao dién cudc hop hi¢n ra > chon “Tham gia ngay”

pa % <)

Video dang tdt  Micrd dang tat Thiét b

Xem thém tuy chon tham gia

Thamgiangay v

Trang: 91



Khi d3 join cudc hop thanh cong nhirng ngudi tham cé thé thwe hién cac chire ning
sau:
2.6.2.1.  Ghilai cudc hop

- Khi dang trong cudc hop > chon icon “...” boi d6 nhu trong hinh.

¢ Cmc test

1007

Trang: 92



1 ctra s6 hién 1én > chon “Bat dau ghi”

(I Gilirmay cho toi

@ Bat dau ghi

Bat chu thich truc tiép

m Chia sé

(A4 Tatvideo dén

s

i Banphimsé

Trang: 93



Khi cudc hop két thiic > ta vao lai kénh da tao cudc hop dé xem lai record video.

Bai dang .
e test / Chung *

B3 l&n lich cubde hop

Cmc test

Hém nay @ 17:15

Cud c hop da két thic
e 22 gidy

Cud ¢ hop da két thic
e 32 glay

Cuéc hop da bat dau
Bat dau bdi Dung. Le Manh -CTS TSC  17:14, 18 Th3

17:14 :

Dh& Ban

Bugc ghibdi . Ban

Trang: 94



2.6.2.2.  Chia sé man hinh
- Khi dang trong cudc hop > chon icon “...” bdi dé nhu trong hinh.

Trang: 95



1 ctra sO hién 1én > chon “Chia sé”

(I Gilirmay cho toi

@ Bat dau ghi

Bat chu thich truc tiép

m Chia sé

(A4 Tatvideo dén

s

i Banphimsé

Trang: 96



-1 cira s6 hién Ién céc tinh nang c6 thé chia sé trong qua trinh hop > chon “chia sé
powerpoint‘

Chia sé anh

(CJ)4 Chia sé video

ﬂ Chia sé PowerPoint

Q Chia sé man hinh

—

Trang: 97



Cac file co thé chia sé man hinh hién ra > click vao file ban mudn chia sé

U
Cmc test
‘e 00:55

THLU MUC

OneDrive

Cac nhom va kenh
GAN DAY

¢  Azure_DevOps Customer Deck - updat...

Stra dai vao 10/01/2020

s FY20 Taxonomy-OnePage_Tracked_C...

Trang: 98



File chia sé dang trinh bay va file nay dugc chia sé truc tiép voi nhitng ngudi
dang tham gia cudc hop.

Azure DevOps

#AzureDevOps

¥

Dirng trinh bay

Trang: 99



Pé ding trinh bay silde dang chia s¢ > chon “ding trinh bay”

Azure DeyOps

#azureDevOps

¥

Dirng trinh bay
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- Ngoai ra con c6 1 s0 churc nang chia sé khac khi dang trong cudc hop.

+ Chia sé anh: chia s¢ anh chup truc tiép trén dién thoai, hodc anh da tirng duoc
luvu trén dién thoai

+ Chia sé video: chia sé video quay truc tiép trén dién thoai.

+ Chia sé man hinh: chia sé man hin ing dung dang hoat trén dién thoai.

You

Chia sé anh

(CJ4 Chia sé video

ﬂ Chia sé PowerPoint

Q Chia sé man hinh

—

Trang: 101



2.6.2.3.  Chat trong luc hop

- Trong khi dang hop > nguoi ding c6 thé chon icon dé trao doi, chat véi nhau.

— +
6 Cmc test t;l' ga

\. L "
.
——

107

|~

-

B |
e ——

—
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Giao dién “Chat” hién ra > nhép ndi dung can trao doi

e

e

o
=

e

ou

Nhan dé quay lai cudc hop 10:33

Bai dang
test / Chung

Cuéc hop da bat dau
Bat ddu badi Dung. Le Manh - CTS TSC  17:14, 18 Th3

Ban 1714 -

bugc ghibdi:  Ban

>

Cug c hop da két thic
51 glay

Cudec hop da bat dau
Bat ddu bai Dung. Le Manh - CTS TSC  17:15, 18 Th3

Ban 1726 H
chat
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2.6.2.4.  Quan ly nhitrng ngwoi dang tham gia cudc hop

) . . . got
- B¢ quan ly user dang tham gia cudc hop > ta chon icon

& Cmc test

107

Trang: 104



Giao dién “Nguoi tham gia cudc hop” hién ra, ngudi tao cudc hop c6 thé thyuc
hién cac churc nang:

+ Thém nguai: thém user vao cudc hop
+ Thém phong:

+ Quan Iy nguwdi tham cudc hop: tit tiéng, xda user khoi cudc hop. ..

Dé dung chirc ning tit tiéng (unmute) cua ngudi tham gia cudc hop > ta chon vao

user do.

Al

ou

Nhan dé quay lai cudc hop 11:07

€~ Nguti tham gia cudc hop (3)
g8’ Thém ngudi

(=] Thém phong

Bang tham gia cugc hop (2)

Dung. Le Manh - CTS TSC
@ Mguditd chire

@ Tien. Le Manh - CTS TSC

Da m&i nhimg ngudi khac (1)

Q Dung. Le Trung - CTS SMSS

Trang: 105



- 1cira so hién ra > chon “tat tiéng nguoi dy”

Ghim

<

@Q

Tat tiéng ngudi du

el

4

Pat 1am ngudi dyr

®oa khdi cudc hop

lo =k

Xem hd so
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- Tat tiéng nguoi tham gia thanh céng.

Luwu v: Ngudi bi tit tiéng c6 thé s& c6 quyén bat tiéng Ién.

MNhan de quay lai cuéc hop 10:52
¢~ Ngubi tham gia cudc hop (3)
eg"  Thém nguwi
(=] Thém phong

Bang tham gia cudc hop (2)

Dung. Le Manh - CTS TSC
® Noguii té chic

TM' Tien. Le Manh - CTS TSC _.;.i"

Pa mdi nhimg nguin khac (1)

a Dung. Le Trung - CTS SMSS
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- Ngoai viéc chin “tat tiéng” ctia ngudi tham gia, ngudi tao cudc hop co thé thuc
hién cac chuc nang sau:
+ Ghim: ludn hién thi camera cia ngudi ndy trén man hinh ciia minh
+ Pit 1am ngwoi du: han ché b6t quyén cua nguoi tham gia, khdng thé share
hoac tat tiéng nguoi khéac
+ Xba khéi cugc hop: xoa user khoi cudc hop
+ Xem hd so: xem thdng tin caa nguoi tham gia

You

Ghim

R

Tat tiéng ngudi du

‘o

4

Dat lam nguii dyr
®oa khai cude hop

Xem hd so

lo =¥

Trang: 108



