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HUONG DAN GIANG DAY TRUC TUYEN
DANH CHO GIANG VIEN UTT

1. Truy cap vao hé théng

— Céch 1: Truy cap truc tiép teams.microsoft.com

— Céch 2: Tai phan mém tai https://teams.microsoft.com/downloads cho may
tinh hoac app trén dién thoai/may tinh bang, cai dat va truy cap trén trng dung.
Si dung tai khodn Office 365 do Nha triong cung cap (cau tric: tén tai khoan
mail dién tr UTT + @utt.vn, vi du: chungnv@utt.vn)

— Hinh anh minh hoa:

BIE] 0 oresswonive: < [ =N

Welcome to Office

Your place mmunicate, collaborate, and get great work done.

. - |

What is Office 365?
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2. Tao lép hoc / kénh / bai tap
2.1. Tham gia lép hoc / Tao lép hec mai

— Vao céc 16p hoc di tao san; Trudng hop can tao méi vao Nhom (Teams) / Tham
gia hoac tao nhém (Joint or creat team).
— Hinh anh minh hoa:

Tham gia nhém bing ma oToM HHow 2 iy dng mit test
g ng i

Kich chuét va tao nhém

\

1 E

Céng dong hoc tap
chuyén nghiép (PLC)  Guke b pht i s
Nt o i o g




& Microsoft Teams.

Aeamsmicrosott.com,

@ Microsot Teams

T
c

Reams.microsoft.com;.=/discon

Tao nhém cua ban

(i vidn 1 chi 3 N clla hém 13p hoe v hoc vién tham ia vt cich 1 thinh vién, M3 hém
109 hoc cho phép ban tao e baitap. b kidm tra ghi a3 kiéh phén K e hoe wen vé cung c&p
cho hoc vién knéng gian iéng 1 08 ghi i treng 56 tay 19p hoc

S0CHT21
M 18 iy chor)

Knos Cong nghe thing t - Trung Oai ho< Cong nghé GTVI|

Tao nhém cua ban

Gedo it 13 chil 33 ha1u clia nhém 16p hoe va hoe vién tham gia voi 1 cach 3 thanh vién. M3i rhém
10 hoc cho phép ban tao cic bai tip. bai kiém tra ghi la § KIEN phan hdi cla hoe wen va aung cdp
cho hoc vién khing gian riéng 1f A€ ghi chi trong S tay 18p hoc

S60CHT21

Mo 18 iy chor)

Kos Cong nght theng tin - g D9 hoc Cong nghé GV
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2.2. Thém / Xba thanh vién lép hec
— Thém/bdt thanh vién: Vao Nhom/L6p hoc /.../Xem nhém/Thanh vién
Pé thém nhan Thém thanh vién, bét thanh vién nhan diu “x” canh tén thanh vién

— Hinh anh minh hoa:
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Thém thanh vién vio 66DCHT21

i m noc vt

Thém sinh vién/giang vién vao 16p hoc bang dia chi thw dién tir

Titch cconien n 66DCHT21
,

66DCHT21 B cisden

Tao ma 16p hoc, gui cho sinh vién tham gia vao lgp hoc
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2.3. Thém Kénh

— Thém chuong muc chuong trinh: Vao Nhom/Lép hoc /.../Thém kénh
— Hinh anh minh hoa:

0y Tim kim hode g8 lenk
66DCHT21 -
Knca Céing ngh thang tin - Tnsding B4 ho Gang nghé GTVT
Thich ast Prantch (g dung
Q
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2.4. Qudn Iy tw li¢u hoc tap

— Thém tai liéu Vao Nhém/Lap hoc chon kénh ndi dung vao Tép dua tai liéu I1én.
— Hinh anh minh hoa:

u Tin hoc ca ban & ding Ghichs + o
hec <0 bin
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2.5. Chirc nang giao bai tap

—  Tao bai tap/bai kiém tra cho l6p chon tab Bai tap/Iép can giao bai tap/Tao bai
tap/Tw luan (Assignment), Tric nghiém (Quiz) hoac tir bai tap d c6 sin (Form
existing).

— Hinh anh minh hoa:

* = L&

| @ I

[ - Bl \ Chon Iép can giao bai tap
Chon tab Bai tap [« B
[
[ .
@
wr « [ - 8 X
k = L B -
[ 5 B
P
Assigned @

Tao bai tap dang tv luén !

| I
Tao bai kiém tra dang tréc
nghiém/Form thu thap di liéu Looks like everything’s been graded.

. Chon tir bai tap cé sén

\ Chon "Create" tao bai tap




Tao bai tap tu lugn
G - o~ - BT =T

- BAI KIEM TRA TRAC NGHIEM SO 01

Tao bai kiém tra tric nghiém

10
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2.6. Chirc ndang cham bai tap

— Chon tab Bai tap/I&p can cham bai tap, trong muc Assigned chon bai tap can

chim diém.

E(»*(
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3. Quan ly lép hec
3.1. Tgo l6p hec truc tuyén

—  Vao Nhom/Lép hoc chon kénh néi dung, chon biéu twong S« Hop ngay dé bat
dau 16p hoc truc tuyén.
— Hinh anh minh hoa:

5
=
]
a
t.
[ ]

i m i 0 o fe [min 7

13



~“*  TRUONG PAI HQC CONG NGHE GIAO THONG VAN TAl

3.2. Lén lich cho Iép hec truc tuyén

— Vao Nhém/Lap hoc chon tab Lich (Calendar)/Tao cugc hop méi.
— Hinh anh minh hoa:

St Hop ngay

+ Cubc hop i

cancwT - 615

ssocTTr- oss. ‘Ynhwﬂn:nﬂg

Sau khi thiét 1ap xong, chon Guri dé
hoan thanh I&n lich budi gidng

zgiasoghit @  Chagly Thiét Iap thei gian budi gidng truc tuyén

Thiét 1ap Idp lai theo tuén va cé thii gian két thac theo théi khéa bidu

nacczbin | Chon kénh l&p hoc

=@ - c

Nhap néi dung vé mén hoc, budi gidng true tuyén

14
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3.3. Phan quyén trong lép hec

— Cach 1: Vao Lich/Cudc hop mai tao cudc hop, vao cudc hop trén lich chon
Tuay chon cudc hop dé chon ddi twgng c6 thé tham gia va dbi tuong co thé
trinh bay trong cudc hop.

— Céch 2: Bat dau 16p hoc, vao danh sach thanh vién, vao ... canh c4c thanh vién
thiét 1ap 1a “dw gio™ sé& ko c6 quyén chia sé man hinh hay tat mic hoic thiét
lap 1a “dién gia” dé co du quyén.

— Hinh anh minh hoa:

® |0 woosnoerome | @ cgspcki o 4 v

& o]

icrosoft Teams
Téit i cic phem Chung
Bl ssocHT21
Chao mifng ban dén véi 66DCHT21
''''' Chon nai ban muéh bit dau
L ‘/_ ‘
& éf I
3 i 0 e dung trg
A ® B - B
® 2| G Micosat Office Home J & ot L+ ~ - a8 x
o - IR S I A
Tin hoc dai cuang B
Theo ddi
-
B 150 om0 o r @
K
2 0
Saver
Copy lir
B s v ® =@
Fase
Select a
Frint
..............
sk Cartar
Y t Teams Meeti
ra.;oua
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® ala @ | @ -

020 Microsoft Carparation. All Righs resarved

— Who can bypass the lobby? chon “People in my organization” nhu hinh trén
dé cho hoc vién thudc Truong méi cé thé vao hoc.

— Who can present? Chon “Only me” nhu hinh trén dé chirc ning chia sé man
hinh chi c6 giang vién méi c6 quyén thuc hién (hoc vién tham gia 16p hoc véi
tu cach “ngwoi dw gio”, chi khi giang vién cap quyén cho hoc vién thanh
“dién gia” thi lac nay hoc vién méi c6 quyén chia sé man hinh”.

16
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3.4. Giang day truc tuyén

— Giang vién cd thé thuc hién giang day va tuong tac véi 16p bang thanh cong
cu phia dudi man hinh.

00:39

1 2 3 4 5 6 7 8

(1). Hién thi thoi gian (5). Cai dat va cong cu khac
(2). Tat/bat Video cia minh (6). M& cira 6 trao doi

(3). Tat/bat Mic ciaminh (7). Quan 1y nguoi tham gia
(4). Chia s¢ man hinh (8). Két thuc cudc goi

— Bam vao (4) dé chia s¢ man hinh theo tly chon gdm man hinh chinh, word,
excel, powerpoint, pdf, video, bang viét.... dé sinh vién c6 thé xem, va hoc
theo y&u cau cua giang vién. Két thic chia s¢ bam Dirng chia sé.

— Chon tinh ning Bang d@é viét/vé nhu bang trén 16p.

— Két thuc 16p hoc véi tt ca ngudi tham gia vao phan ... (5) va an Két thac
cudc hop.

P im e B D & (@ e

17
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3.5. Ghi hinh ldgp hec truc tuyén

— Trong 16p hoc truc tuyén khi can ghi hinh vao phan ... (5) Thém hanh déng
va 4n Bét dau ghi [EEaa .

— Khi can ding ghi 16p hoc truc tuyén vao ... (5) Thém hanh dong va an Bat
dau ghi |CEEEE-

— Sau khi ding ghi 16p hoc truc tuyén, video luu trit [6p hoc duoc Iuu trong ting
dung Microsoft Stream (Office 365).

4 Dang luiu ban ghi dm Sau khi du'gc xi Iy va luu trong Microsoft Stream, ban ghi sé dudc thém vao cubc trd chuyén vé cube hop.

— Ngay sau khi két thiic 16p hoc truc tuyén, video ghi hinh cua 16p hoc s& duoc
cap nhat tai Kénh caa Nhom/L6p.

. Chung Nguyén 00:42
‘.-_ D3 1én lich cudc hop

Tin hoc cd ban

Dién ra thit ndm mét Ein @08:40 cho dén 21/06/2020
Thu gon tit ca
D¢ Tin hoc cd ban d3 két thuc: 4 phit 43 gidy ®» -
04 Tin hoc co ban d3 két thuc: 42 phuit 55 gidy *
%

G4 Tin hoc cd ban di két thuc: 10 phit 10 gidy

Tin hoc co ban
Bugc ghi &m bdi: Chung Nguyén

3 phit 9 gidy

< Trd &

— Truy cap vao trang web.microsoftstream.com chon menu My content/Videos
dé tim kiém cac video da ghi hinh (c6 thé download, chia sé, ...)

- x
e 2 @

68DCHT21 - GIS
‘ a2 CHCEEN

18
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3.6. Chia sé lién két 1ép hec truc tuyén
— Khi can sé lién két vé 1op hoc truc tuyén vao Lich (Calendar) chon 16p hoc

can chia sé va chon Chinh sira (Edit)/Chudi cuéc hep.
-

830CTT21 - GIS

— Chon Join Microsoft Teams Meeting chuét phai chon Sao chép lién két.

Theo déi

o st

ne =@ 9

— Sau khi d3 sao chép lién két 16p hoc truc tuyén, chia sé cho cac Lanh dao khoa,
bo mon, phuc vu cong tac giam sat. (Luwu y: sau khi phan quyén cho 16p hoc
tryec tuyén (muc 3.3) thi chi nhizng thanh vién thugc té chitc (@utt.vn) méi co
thé tham gia dwoc vao 16p hoc truc tuyén).

Tin hoc dai cuong

April 15, 2020, 8:40 AM - 11:30 AM

& Chung Nguyén

Meeting options

| ‘Who can bypass the lobby? People in my organization ~ |
Announce when callers join or leave ves @D
| ‘Who can present? Only me ~ |

19
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4. Tham gia l6p hec bang dwang din

Buwéc 1: Puoc 1anh dao Khoa / Bo mon cung cap duong dan lién két caa 1op
hoc truc tuyén da dugc 18n lich tir trude cua giang vién.

Buwéc 2: Mé trinh duyét (web browser) va dan duong dan lién két vao khung
duong dan.

Buwéc 3: Trinh duyét/ang dung yéu cau duoc cip quyén truy cap micro va
webcam caa may, chon chap nhan (Allow).

Buwéc 4: Sau khi chon tham gia (Join now), hé théng sé& kiém tra thanh vién
c6 thudc t6 chirc (UTT) hay khéng, néu khong dung sé& khong vao duoc 16p
hoc truc tuyén.

Buwéc 5: Pang nhap bang tai khoan Office 365 UTT dé tham gia vao 1op hoc
truc tuyén.

Buwoc 6: Sau khi dang nhap thanh cong, chon Tham gia (Join now) vao 16p
hoc truc tuyén.

Buwéc 7: Khi da tham gia 16p hoc thanh cong, do giang vién da thiét lap chi
giang vién c6 quyén Thuyét trinh nén ngoai trir chirc ning micro va webcam
thi c&c chirc nang khac da bi khoa, chi ma lai khi giang vién cho phép.

Buréc 8: Chon két thiic khi mubn thoét ra khoi 16p hoc truc tuyén.

Hinh anh minh hoa:

Microcoft Teann

i . I
q ¢
Experience the best of Teams meetings with the desktop app

-

Lwa chon mg trén trinh duyét hogc ing dung Microsoft Teams

20
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Select Allow to let Microsoft Team:
camera for calls and meetings o s brot

Cap quyen truy cdp micro va webcam cho #ng dung
- -~/

®» 4 % @ g0 §

Nhdp thong tin trieoc khi tham gia lop hoc

21
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@ Only people with access to this org can join its meetings

If you have an account with access to this org, sign in with that account. Otherwise, contact the meeting organizer.

Dismiss

Kiém tra thanh vién co thugc té chizc hay khéng?
. s =2

@ @ oo

Microsoft Teams

Meetings are just one tool in our belt.

Laarn about Teams Signin

Chon Sign in dé ding nhdp bang tai khoan Office 365 UTT

22
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Dang nhap tai khoan Office 365 UTT

Sau khi dang nhdp thanh cong, chon Tham gia (Join now)
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Chon két thiic d@é thoét ra khéi I6p hoc tryc tuyén

24
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Luu y:

— Muén chia sé powerpoint thi bat slide 1én trudc rdi méi quay lai Teams dé
chia sé (share).

— Chon chia sé man hinh dé hién thi chinh x&c noi dung nhu trén man hinh cia
Giang vién.

— Néu chua hién noi dung muén chia sé thi ma lai file va thuc hién chia sé lai.

— Khi giang day truc tuyén, dé thu hat sy ch( y va tap trung caa sinh vién, giang
Vvién can ting twong tac bang cach sau khoang 20 phut s& cho thao luan, trao
dbi, cho ca 16p binh luan vé y kién caa 1 thanh vién trong 16p, hoic tra 10i cac
cau hoi mé, 1am bai trac nghiém (xem video hudng dn).. .

Tham khdo thém:
— Nhom Huéng dan si dung Microsoft Teams cho Gidng vién: ma nhém jtsn27t

25



