HUGNG DAN SU DUNG
MICROSOFT TEAM

Bai viét hudng dan cach st dung Microsoft Teams danh cho ngudi di lam va hoc sinh. Céc tinh nang
c6 trén Microsoft trd phi va gido duc. Phu huynh cé thé tham khdo dé huéng dan con em hoc truc
tuyén dé dang. Hoac cac ban sap di lam can ky nang st dung Teams.

Pén lam viéc tai cong ty hoac hoc & trudng sir dung Teams, chac chan mdi ngudi cé mot tai khoan
Teams dinh danh. Ngudi dung sé cé ID dang nhép gan lién véi dia chi website cla t6 chirc. Nhu vay,
ngudi dung khéng can phai tu dang ky s& dung Teams.

Vi du:

CoOng ty VIinSEP c6 tranvana@vinsep.com hoac

Truong Wellspring Saigon cé tranvana@wellspringsaigon.edu.vn

Cach s dung Microsoft Teams Co Ban

Pang nhap Microsoft Teams - Microsoft Teams Login

Dang nhap Teams trén trinh duyét Web

e Cac loai trinh duyét phé bién: Microsoft Edge, Chrome, Firefox, Safari.
e Dia chi dang nhéap: https://office.com/ dién ID va mat khau.
e Chon biéu tuong Teams hoac https://teams.microsoft.com/

Luuy:

e Can phai thoat tai khodn mién phi dang dang nhap san trén trinh duyét web (néu cd).
e Néu khbng thoat dugc c6 thé ma clra s6 tab &n danh.
e Cach dang nhap web phu hgp cac déi tugng:

o S dung hé diéu hanh Windows 7 hoac MacOS 10.

o Mugn PC/Desktop cla ngudi ban be hodc dong nghiép.

Bang nhap Microsoft Teams phién ban Desktop va Mobile.



Tai va cai dat Teams trén Mobile.

Cach 1: Nhan link tdi ing dung Teams Mobile tur Microsoft qua hinh thic gli email.

Cach 2: Vao App Store hoac Google Play tai phan mém Teams.

e Link tdi Teams App Store (iOS)
e Link tdi Teams Play Store (Android)

Luu y:

e Teams trén Mobile cling nhu trén trinh duyét Web, sé thi€éu mét s6é nut tinh nang.
e Kich thudc man hinh nhd, nén han ché viéc bo tri cac ndt tinh nang.
e Dang nhap Teams Mobile/tablet phu hgp véi déi tugng:
o Nguoi dang on-the-go di chuyén trén phuong tién giao théng, muén 1ang nghe nbi
dung.
o Dung dé chat hoac goi dién thoai Audio/Video Call mién phi. (tuong tu Zalo)

Nhin chung, 2 cach dang nhép va s dung phan mém Teams nay c6 thé gap moét s6 khé chiu nhat
dinh. D6i IUc ban sé bi thoat khadi budi hop vi mot sé ly do nhu la:

e Thiét bi thi€u bd nhé Ram (hau hét thiét bi cli hodc may tinh bdng cé 4GB RAM)
e TOC d0 va bang thong Wifi thap, thiét bi phat wifi chudn N (150-300Mbps)
e Khac phuc:
o Tat cac clra s6 tab khac dang hoat déng trén trinh duyét.
o Hoac tat hién thi hinh anh video cGia ngudi hoc hoac déng nghiép. (Incoming Video)

Tai - Download Microsoft Teams trén Desktop

e C6 nhiéu cach dé tai Teams Desktop. Tu trang office.com, trén Teams Web, hoac |6i moi
tham gia hop/hoc truc tuyén.

e DGi véi nguoi di lam, chac chan thiét bi sé dugc IT admin cai dat san.

e DOi vGi HS-SV, tdi tron bd ing dung tai office.com. Trén thiét bi MacOS, nhanh nhat théng
gua Teams trén Web, sé c6 nut tdi & cai khdng qua AppStore.

Luu y:

e Dang nhap Teams Desktop kha nang khong két n6i dugc may chud thudng xay ra.
e H3y nhé thoat toan bd tai khodn mién phi trén web va dac mac dinh lai trinh duyét.
e Teams Desktop phu hgp véi déi tugng:

o Thoi gian hop/hoc kéo dai, véi s6 lugng ngudi tham gia déng.

o Ngudi t6 chirc budi hop, hoac gidng vién, can s dung tinh nang chia sé.

Cac Ung dung chinh cua Microsoft Teams


https://www.microsoft.com/en-ww/microsoft-teams/download-app#office-CustomSpacingTemplate-uoh60pc
https://apps.apple.com/vn/app/microsoft-teams/id1113153706
https://play.google.com/store/apps/details?id=com.microsoft.teams
https://www.microsoft.com/en-ww/microsoft-teams/download-app

1. Activity. Nai nhan thdong bdo, nhiing tin nhan, cé lién quan dén ngudi dung.

2. Chat. Noi ghi lai cac hoi thoai, trao d6i 1:1, 1:N. Hoac chi tiét thong tin buGi hop va thanh
phan tham du.

3. Teams. Quan ly nhiéu Team/nhém va Kénh cia nhém.

4. Calendar. Lich lam viéc cta méi ngudi dung, ciing la noi dé€ Ién lich cho cac budi hop.

5. Calls. Quan ly lich sir cac cubc goi audio hoac video.

6. Files. Noi xem lai cac d{r liéu lién két, chia sé véi OneDrive, va cOng tac trén Teams

Trong phan ti€p theo, tap trung hudng dan gidi thich cac thuat nglr va thanh thao sir dung 6 (ng
dung nay.

Hudng dan cach s dung Microsoft Teams
cho nguai lam viéc

Cac hinh thic hop v6i Teams - Meeting/Live Event/Webinar.

e Meeting: t6 chlc cac bubi hop, gap mat trao déi, thao luan véi Audio, Video va chia sé
man hinh.

e Live Event: T6 chic ghi hinh, bién tadp nbi dung & hinh anh cho budi live truc tuyén cho
ngudi xem.

e Webinar: BuGi héi thao, nguoi tham du dang ky xem va dat cau hoi cho nguoi trinh bay.

Thanh phan ngudi tham du

e Nguoi t6 chic buGi hop - Required Attendees. Vi tri Organizer, Presenter nhitng ngudi diéu
hanh budi Hop.
e Ngudi tham du budi hop.
o Bén trong toé chirc - Internal. La nhan vién thudc té chirc, cong ty.
o Bén ngoai t6 chic - External (Guest). La nhan vién cac cong ty déi tac, don vi lién
két. Cé hai dang, dinh danh va khong dinh danh. Khdong dinh danh thudng la nhiing
nguoi chua c6 tai khodn Teams.



Nhédm (Team) va kénh (Channel)

e« Nhém hop trong Teams, gan giong tao nhém trong Zalo. La nhiing ngudi thuong xuyén
ban bac trao déi ndi dung cung nhau. Trong nhém sé cé nhiéu kénh, céc chu dé chung
chung sé trao d6i & Kénh - General (khéng phéan loai). Lap thém kénh dé tuy dé trao doi
theo chu dé cua kénh.

e Vi du: Nhém Kinh Doanh véi 5 thanh vién (Sales Team) c6 nhing trao déi chung vé tinh
hinh déng nghiép, gid giac .v.v. Kénh Doanh Sé (Sales Channel) d€ thao luan vé k& hoach
ban san pham. Kénh Giai Tri dé thoa luan vé hoat dong sau gio lam.v.v

e Nhém (Team) trong Teams la doi, khéng phai la mdt nhém (Group) Chat. Mi Conversation
trong nhdm/kénh giéng nhu Post trén Facebook. M&i mau déi thoai cé thé dugc reply va
tag tén ngudi can thiét. Vi vay, doan hdi thoai c6 thé dugc dinh dang vé chir viét, hinh nén
trudc khi dang.

Lén lich hoac Calendar

Dé dang lén lich dé hop véi nhdm va kénh, va cling c6 thé hop v6i nguodi tham du khdéng cung
nhém/kénh.

S dung thé Lich hoac Calendar dé€ tao ra mét buGi hop bat ky.

Chon thai gian, dia diém, thanh phan ngudi tham du Requested attendees.

Nh{rng ngudi dugc mai requested attendees vGi Meeting, mac dinh vai tro la presenter.
Organizer - Ngudi t6 chiic cé thé thay d6i vai tro Presenter sang Guest.

Ngudi t6 chic la nguoi cho phép bat dau, két thic, hoac huy budi hop. Ngugdi té chirc cé
thé cho phép nguoi tham du bat dau budi hop trudc.

Thiét 1ap Meeting Options khi c6 nguoi tham du la nguoi bén ngoai t6é chirc. Can thiét doi
vGi budi hop c6 sy tham du ctia khach mai khéng dinh danh.

Meeting options - Thiét [ap co ban cho bugi hop

e« Who can bypass the lobby? Nh{ing ai dugc qua sadnh khéng can chg?
o Everyone. Dugc vao phong, khéng phai cho.
o People in my organization, trusted organizations, and guests. Ngudi trong t6,
doi tac quen thudc, khach moi.
o People | invite (Turn off Allow Forwarding in the meeting invite) chi nhiing
ngudi dugc mai, khong chuyén ti€p thu moi.
o Only me. Chi minh t6i dugc vao.
e Always let callers bypass the lobby. Lu6n cho phép ngudi goi vao khéng can cho
Yes/No
e Announce when callers join or leave. Thong bao c6 ngudi vao/ra budi hop Yes/No
e Who can present? Ai c6 thé trg thanh dién gia, thuyét trinh.
o Everyone va People in my organization, trusted organizations, and guests.
Presenter c6 thé la bat c( ai.
o Specific people >> Search for participant. Chon nhirng nguai trong danh sach
dugc maoi.



o Only me. Budi hop do ban thuyét trinh
« Allow mic for attendees? Yes/No Cam ngudi tham du s& dung Microphone dé trao doi
e Allow camera for attendees? Yes /No Cam ngudi tham du mé& Webcam
» Record automatically Yes/No Cho phép tu mé& Record budi hop.
« Allow meeting chat Enable/Disable/In meeting only Cam nguodi tham du chat
e Allow reactions Yes/No Cam dung cac biéu tugng reaction ? [[??

Cubc Hop dang Webinar

Khac véi cudc hop Meeting thong thuong, nguoi tham du Webinar can dang ky thong tin dé tham
du budi hop. Pa s6 ban quyén Teams sé tao dugc cudc hop dang Meeting va Webinar.

Tao Webinar don gidn tir Schedule Meeting v4i Require Registration For Everyone hodc truc
ti€p chon Webinar. Webinar cho phép thiét ké thu moi dang ky tham du budi hop.




Mau dang ky tham du duoc tich hop. C6 thé chén thém hinh anh va thém céc trudng thong tin can
thiét. Nguoi tham du sé nhan link thu moi dang ky du buéi Webinar va can dién thong tin theo yéu
cau.

Gagh s dunigMjseaseftlieams tao Webinar héi thao

Céc chirc nang danh cho ngudi tham du buGi hop

Ngudi td chic va thuyét trinh

Start Recording. M@ cudc ghi am ghi hinh cho budi hop.

Lock the meeting. Khdng ti€p tuc cho ngudi tham du tré vao cudc hop.

Share Whiteboard. Bang trang tuang tac y tudng.

Turn on Live Caption. Mé phu dé néu hop véi ngudi nudc ngoai.

Share. Chia sé man hinh hoac ctra s6 dé thuyét trinh.

Spotlight me. Tap trung vao Video camera cla ngudi dang thuyét trinh.
Request to Join. Tinh nang goi cho nguoi tham du da dugc moi nhung chua vao.

Ngudi tham du - khach mai.

Chat, xem danh sach ngudi tham, xin phat bi€u, va nut chic nang.

e NUt ... chra mot s6 thao tac danh cho ngudi tham du nhu la:
o PG6i hinh dnh hoac lam md hdu canh khi mé camera.
o POi khi dudng truyén internet khong da, cé thé chon turn off incoming video tat
camera.



Tuong Tac dr liéu véi Teams

Teams gilp m& cac dir liéu trén thiét bi hoac dir liéu luu trén Cloud dé dang. D& ho trg nguoi dung
c6 thé& cong tac vaéi dong nghiép trong viéc hoan thanh moét dé tai cu thé. Co6 thé lién két dir liéu tu
Google, Dropbox don gian.

Hudng dan cach s dung Microsoft Teams
cho hoc truc tuyén

e Vai tro nguoi dung Teams trong viéc hoc truc tuyén rat ré rang khac véi Teams cho di lam.
Giang vién, gido vién la ngudi t6 chirc hoac ngudi thuyét trinh. Hoc sinh, sinh vién la ngudi
tham du.

e Phan mém Teams danh cho céc hoc chinh thong la Microsoft Teams Gido Duc. Con lai céc
trung tdm day hoc c6 thé sir dung Teams Doanh nghiép dé giang day.

e Cach phan biét Teams Gido Duc la cd thay va tro sé cé tén dang nhap dinh danh lién két
véi website nha truong. Hoc Sinh, Sinh Vién chi can dang nhéap tai khoan va khéng can
dang ky st dung Teams.

e Phan huéng dan nay cha yéu danh cho phu huynh va céc ban hoc sinh 1an dau tiép can
Teams Gido Duc dé€ hoc truc tuyén. Cac ban hoc truc tuyén khdéng c6 tai khoadn do trudng
chuan bi tham khao phan doanh nghiép bén trén.

Thao tac véi Teams Giao Duc

90% thao tac tuong tu véi Teams Doanh Nghiép. Phan nay néu cac diém khéac biét con lai.
Tao Team tuong Ung tao I6p hoc

Microseftleams Gigaue



Tao Channel tuong (ng la tiét hoc

e Manage Team. Quan ly I6p

e Add Channel. Thém tiét/mén hoc

e Add member. Thém thay c6 thém mén, va hoc sinh.

e Class Notebook. S6 dau bai, s6 ghi cht danh cho gidng vién va hoc vién ghi chép y nghi.
e Assignments. Giao bai tap

e Grade. Cham diém va theo doi tién dd hoc tép.

Luu y:
e Thay c6 dung tinh nang Request to Join truéc mdi budi hoc (Schedule Meeting) d€ goi

hoc sinh vao.
e Tinh nang manage team dé diéu chinh quyén hoc sinh tu tao tiét hoc.

Gach s dunigMjseaseftdieams tao [ép va mdn hoc

Tinh nang giao bai tap

Chon Assignment>=>Create.

age noffpund or type unknown

Giao dién tao bai tap - bai homework.

Gach s dunigMjseaseftieams tao va giao bai tap

Thém bai tap vira tao vao lich hodc dang bai vao LGp - Channel d€ hoc sinh nhan thay.






NOp bai va cham diém
e Hoc sinh lam bai tap dugc giao xong cho nép bai - Turn in
e Bai tap dugc nop sé dugc dudi dang Turned In

age noffpund or type unknown

e Cham diém va dua ra 10i nhan xét - Feedback

Gach s dunigMiceaseftdieams ndp bai tap

Két hop vdi phan Cham diém Grade dé theo ddi ti€n dd hoc cla ting ban. Céi bai tap sé dugc biéu
dién theo cbt.

Gach sirdyngMjseasefbdieams véi Teams Gido duc - Cham diém
Gaach s dunigMjseaseftdieams véi Teams Gido duc

Tuong tdc Whiteboard trong giang day



https://www.youtube.com/embed/YBnojDFXo4k?feature=oembed

Tinh nang an Teams trong Outlook

Mot s6 tinh ndng khéng cé trén ban Teams Desktop bao gom:
e Cap nhat thay d6i danh sach (thém/bét) ngudi tham du khéng gli lai thu moi nhac ngudi

ca.
e BCC danh sach ngudi nhan [6i moi hop

K&t hgp Teams vdi Outlook Web

Cho phép tao meeting va BCC dia chi ngudi nhan thu.

Gagch sir dunigMjssasefblieams véi Outlook Web, BCC Attendee list

e Chon Response Options
e Trén Outlook web sé& c6 thém Hide Attendee List
e Chlrc nang giong nhu BCC danh sach gui thu mai

Két hgp Teams vdi Outlook Desktop
Chic nang Update thay déi khdng gui cap nhat cho nhitng nguoi da biét.

Gaeh s dunigMjseaseftfieams véi Outlook Desktop

Ngoai ra trén Outlook Desktop, phan response Option cho tat chuyén ti€p thu mai.

Gach s dynigMjceaseftdieams véi Outlook Desktop, chan gui thu moi cho nguoi khac.


https://www.youtube.com/embed/YBnojDFXo4k?feature=oembed
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