TRUONG THPT BAC THANG LONG

Hwoéng d?i’n Quy trinh Day va Hoc
Truc tuyén trén Microsoft Teams

Céap nhat ngay 03.4.2020

* Tai li¢u hudng dan str dung dugc bién soan bdi Nhom Tin hoc



HUONG DAN QUY TRINH DAY VA HOC

TRUC TUYEN TREN MICROSOFT TEAMS
I. POI VOI GIAO VIEN

-Budc 1: Truy cdp vao Microsoft Teams voi tai khoan e-mail da duge cap

trudc day (E-mail dang: tén ho dém@thptbacthanglong.edu.vn)
- Budc 2: Chon Nhom (Teams), chon nhom 16p, chon mon (kénh)
Vi du: Chon nhém, chon 19-20.Khéi 11-Nhém 2, chon Tin
(VD cho GV Tin vao day Nhém 2 ciia Khéi 11)
(Pé tim nhém nhanh, GV g6 tén nhoém vao 6 tim kiém, chang han g&: nhom 2)
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- Tai ctra s6 Bai ddng, chon “Hop ngay” (Meet now) dé bét dau giang truc tuyén.

Microsot Teams = e

< Tat cd cac nhém n Tin Baidang Tép Ghichu —+ ® Nhém

m 7®  DPao Hai Tiép thiét Iap kénh nay dé duoc tr ddng hién thi trong danh séch kénh
HOm nay

Tin nhan doc gan day nhét

19-20.Khéi 11-Nhém 2 - @ ——

Budi hoc qua Internet mén Tin hoc kh6i 11 nhém 2 (cac 16p 11D1, 11D2, 11D3). Theo TKB: Tiét 1 Sang Thir 7 (11/4)
Chung
5 Tin. Tiét 1. Thiz 7. 11/4. Chirong trinh con & phén loai
Anh Thir Biy, ngdy 11 thang 4 nim 2020 @ 07:55
G4 Cudc hop di két thic: 16 giay ne

G4 Cubc hop di két thuc: 26 giay

& Traloi

Van Bat ddu cudc hdi thoai nygumiiidp @ dé dé cap dén mot ngurdi nao dé.

-Budc 3: Pt tén chu dé, chon “Hop ngay” (“Meet Now™). Budc niy gilip

GV, HS xem lai cic bai giang dd ghi hinh mong muén duogc thuin loi sau ndy. Do
d6 tén chu dé 1én dat ngan gon, cd nghia.
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- Budc 4: Gido vién bat dau thuc hién tiét day hoc

+ Trudce khi bat dau vao bai giang, GV nhic nhd HS thuc hién dung ndi quy

cua 16p hoc online.

+ GV thyc hién chirc nang ghi hinh dé luu bai giang phuc vu cho HS sau nay

xem lai.

-Budc 5: Giao bai tdp cho hoc sinh thong qua tinh nang “Bai tap”
(“Assignment”).
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Il. POI VOI HOC SINH

Sau khi nha truong tao cac nhém 16p, hoc sinh thuc hién cac budce sau:

-Buwéc 1: Truy cép vao Microsoft Teams voi tai khoan e-mail:
ma_hoc_sinh@thptbacthanglong.edu.vn da dugc nha truong cap. Trong qua trinh
hoc, hoc sinh phai thuc hién ndi quy 16p hoc online:

+ Phai thyc hién dang nhép vao ding nhom 16p theo TKB trude 5-7 phat dé
gido vién diém danh.

+ Khong duoc ty do phét biéu, d¢ micro ¢ ché do tét, chi bat khi dugc gido
vién mo1 phat biéu; Khong dugc tat micro cua nguoi khéc;

+ Khong duogc tu y chia sé man hinh;

- Buwée 2: Nhay vao Nhom (Teams): chon nhém 16p, chon moén (kénh):

Vi dy chon: 19-20.Khéi 11 - Nhdém 2, chon Tin, chon tham gia budi hoc.

(Tin.Tiét 1.Thir 7.11/4. Chuong trinh con & phan loai)

Tin. Tiét 1. Thr 6. 3/4. Hoc néi quy

Tham gia
Tiét 1. Thir 6. 3/4. Hoc ndi quy
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- Buée 3: Tham dy HOC tryc tuyén thong qua tinh ning “Hop ngay” (“Meet
Now”) cua Microsoft Teams theo dung thoi gian trén Thoi khoa bicu.



Chon cai dat am thanh va video cho

Tin. Tiét 1. Thir 6. 3/4. Hoc ndi quy

Cic tiy chon tham gia khac

- Bwée 4: Lam cac bai tap gido vién giao thong qua tinh nang “Bai tap”
(“Assignment”).

Hudng dan: Thanh cong cu trong man hinh theo ddi cta hoc sinh

Yéu cdu quyén kiém soét

Bat/ tit Bat/ tat Chia sé Hién thi Hién thi thanh | Két thuc
camrea micro man hinh || thanh chat vién hoc budi hoc




HUONG DAN SU DUNG MICROSOFT TEAMS
* Mot s6 yéu cau dé tham gia MS OFFICE 365 TEAMS:

- Gi4o vién va Hoc sinh c¢6 thé sir dung MS OFFICE 365 Team trén cac nén
tang Windows, Mac OS, Android, 10S hodc chay truc tiép trén Website.

- Giao vién va hoc sinh phai kich hoat tai khoan MS OFFICE 365 trudc ngay
day hoc chinh thirc. Hoan thién cham nhat ngay 5/4/2020.

1. POI VOI GIAO VIEN

I.1. Pang nhap

+ Truy cap vao dia chi https://teams.microsoft.com bang trinh duyét web,
hoac mo phﬁn mém Microsoft Teams trén cic nén tang Windows, Mac OS,
Android, i0S.

+ Nhap tai khoan (Account): tén ho dém@thptbacthanglong.edu.vn; mat
khau (Password) va nhan Dang nhap (Sign in).
1.2. Tao 16p hoc
Microsoft Teams c6 2 phién ban: giao dién tiéng Anh va giao dién tiéng Viét.
Ban hudng dan nay dung giao dién tiéng Anh va s& chu thich giao dién tiéng
Viét tuong tng.

Giao dién chinh sau khi dang nhap:

Teams

m

Khai pha d(r liéu (7080508) 4080152 Thigt ke Website




Nhan  vao
phai cia giao dién

nat

< Back

Join or create a team

-

Create a team

" Create team

V¥ & & Joinor create team
hojzc

[ ot [EUONOUN c5' 7o nhom |
hojc

&5' Tham gia hoac tao nhém

Search or type a command

L
Join a team with a code

Enter code

O gbc trén bén

chinh, sau d6 nhan

Search teams Q

Chon Class (Lép hoc), sau d6 nhap tén 16p va mo ta vén tit thong tin cua 16p (néu
can) va nhan Next (Tiép theo).

Select a team type
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Create your team

Teachers are owners of class teams and students participate as members. Each class team allows you to
create assignments and quizzes, record student feedback, and give your students a private space for
notes in Class Notebook.

Name

Web Ngii nghia ®

Description {(optional)

Create a team using an existing team as a template

1.3. Thém hoc sinh vao 16p hoc

Giao vién tai danh sach 16p tir website dao tao, copy & paste ma hoc sinh va
nhan Add (Thém) dé thém hoc sinh vao 16p hoc. Lap lai cho dén hét danh sach.

Add people to "Web ngi¥ nghia"
Students Teachers

NA NGUYEN TUAN ANH x| m

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

Skip

- C6 thé xda hoc sinh bang cach nhan vao nut



Add people to "Web ngt¥ nghia"

Students  Teachers
—
Search for students
Start typing a name to choose a group, distribution list, or person at your school.

1o TRAN MINH DUC X

(1721050120) Cong nghe thong tin

PD PHUNG MINH DUC‘ X
(1721050314) Cong nghe thong tin

ND NGUYEN TRUNG DUC X
(1721050309) Cong nghe thong tin

e NGUYEN DUY DONG 52
(1721050388) Cong nghe thong tin

N e L Lo

Close

Sau khi nhdp xong danh sich hoc sinh thi nhan nat Close. Giao dién sau khi

nhédp xong danh sach hoc sinh cta l6p nhu sau:

WN General posts Files Class Notebook Assignments Grades -+

i
P o
Web niglr nglifa Welcome to Web ngi¥ nghia
P Choose where you want to start
B
L Tam'
. y | 1 K
[ Sy 7
Upload Class Materials Set up Class Notebaok
&
*
£
£
2
£
2
o .
2 : s PHUNG MINH DUC t0 s i
2 Nong T Oanh s skded TRAN MINH DUC 1o the fear
-l 2 Type here to search

Tab Posts (Bai dang): dung dé ding bai va twong tac v6i hoc sinh.
Tab File (Tép): upload hoac download file tai li¢u.

Tab Class Notebook: s tay gido vién.

Tab Assignment (Bai tap): giao vién soan bai tap giao cho hoc sinh.

Tab Grade: gi4o vién chim bai tap va tra diém cho hoc sinh.
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4. TAi tai liéu 1&n 16p hoc

Tai giao di¢n cua tab Posts: chon Upload Class Material (Tai lén tai li€u 16p
hoc)

Search o type a command

W tesms W General posts Filkes ClassNotocook  Assignments Grades +

WN

Web ngi¥ nghia Welcome to Web ngi¥ nghia

Cenere: Choose where you want to start

T 1
) | 1
4 7
Ugload Class Materials Set up Class Notebook

Pong T Qanhs hirs e d NGUYEN TUAN AR =3 the e

Porsg T Oards luts atlivil NGUYIN TH? PHTING DUNG 1st 11 ltr

§5 Mong T Guach i NGUYIH TH? PHING DUNG o e s

N Th Gk res NGUYEN TUAN ANH from she team

Torrg Th Qurh kaz sdéed MA VAK 14D

om

= Nong Thi Qarh ba: PHAM THAI BINH £ 1h: s2am,
2 g Tii Ok b s thet s
Z Nang Thi Oark: bus aliiwil Lép KHIC 79 1 lhw bmcar

2 Nong Thi Oark bus addied NGUYEN DIUY DONG 1o lewe
2 Noog T Garh ha: NGUYEN TRUNG DUC to

2 Nong Thi Qarh ka3 2dced PHUNG MINH DUC

2 Noog Thi Qunh has saded TRAN MINH DLC to 2 tow

Start 3 new conversation Type @ to mention somesne

Search or type 3 command

All teare

General sosts files  Class Notebook ments  Grades — e

WN + New L Sownload =+ Add cloud st @ Open in SharePaint = TatcaTaihey

Ganeral
Web ng¥ nghia

&n Lasira 460 | gt St 44
General

(=] Class Matenals

Mong Thi Danh

[ W © iype here to search
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A
Chon duong dan dén file can tai Ién va nhan Open (M9)

2
z Allteams Wi General FPouls Files OuassNotebook  Assignments  Grades
WN + New f Upload @ Copyfiak 4 Download Add cloud storage @ Open in ShareRoint = Tift ca Tai it
-
haate General
Web ngtlr nghia
Eﬂ i T s i |
g General
E Class Material:
o Doy b3
\ ? *OSEMANTIC WFR > RANSANG v o - LIGIAN y
[ e
an
>
{51

LW 2 1ype here to search

1.5. Giang bai truc tuyén

Click dap vao Nhom (1) > Click vao mot 16p hoc dé mé. Tai cira s6 Bai ding
(2) > Chon Hop ngay (Meet now) (3) dé bat dau giang truc tuyén.

Q Chuyen Trung Tran 19:16 L B
e 9o | Cacban cai them MS Teams trén smartphone nhé, thay dang soan tai liéu huéng dan & day
o https://chuyentt.gitbook.io/humg-docs/ va dang tiép tuc hoan thién

Thu gon tat ca

PHAM XUAN HUY 19:1¢

PH x
Vang a

9:16

Bon em tai roi a

¢« Tralgi

Bat dau cudc hoi thoai mc'jjsNhép @ dé dé cap dén mot ngudi nao do.

Afe©@@d>9--- >




11

Nhép vao thong tin ctia phién giang truc tuyén (1) > Click Hop ngay (2) dé bat

dau 1én 16p.

Gi4o vién c6 thé bat/tat camera va chi dé cho viéc trinh chiéu sau nay (3), ciing
c6 thé 1én lich giang day "Lén lich cudc hop" (4).

Thong thuong gido vién sé& 1én lich giang day theo lich trong thoi khéa biéu, sau

khi 1én lich, cac hoc sinhctia 16p hoc s& nhan duoc thong bao dé tham gia dung gio.

< > & Tim ki€ém hoac g lénh

‘ Chung Baiding Tép Class Notebook 3tabkhéc~

Online Chuong 1

Hop ngay

@< Bat / m Lén lich cuéc hop

Chuan bi cho phién giang tryc tuyén

Dé trinh chiéu PowerPoint, gido vién chon chirc ning Chia sé (4)
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Tim ki€ém hoac gé lénh

Hoat dong
Tro chuyén
ale

s
Nhém

03:20

534

Ung dung

©)

Trg gitdp

Giao dién chinh cuia phién giang truc tuyén

Sau khi nhin nat chia sé (1) > Xuat hién cac ngudn dé gido vién chon:
Man hinh (2) s€ chia sé toan by man hinh, moi thao tac trén may tinh cua gido
vién s& duogc tat ca hoc sinhtham gia xem duoc; Cira s6 (3) 13 nhitng cira sd
dang m¢ & trén may tinh ma gido vién mudn chia s¢, hiy chon mot cira so dé
chia sé néu mudn; PowerPoint (4) 1a danh sach céc file PowerPoint ¢ san ¢ thu
muc géc cua OneDrive, hay chon mot file dé trinh chiéu néu muén; Duy¢t (5)
dung dé duyét qua cic tai liéu bao gdbm Duyét nhoém va kénh dé chon moét file
PowerPoint trong hoc li¢u cia mon hoc dé trinh chiéu, hoac duyét qua
OneDrive hay Tai file PowerPoint 1én tir may tinh 1én 16p hoc dé trinh chiéu;
Bang tring (6) s& giup gido vién chia sé bang tring dé viét nhu viét bang & trén
16p.
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Tim ki€ém hodc g6 Iénh

Hoat dong

= | 1950 B

Tro chuyén

a®e
ugs
Nhém

Man hinh PowerPoint  Duyét Bang tring

Man hinh #1 Presentation1.pptx Microsoft Whiteboard

B

Ung dung

@ Hudng déan sif dung Mi... Freehand cua InVision
Trg giup

Giao dién hién thi cac nguon dung cho chia sé

Chon Duyét > Duyét nhém va kénh > Tim dén file PowerPoint (1) > Chia sé (2)
dé trinh chiéu.

1 & General ) l

Loai Tén 1

P E] 1 - Getting Started.pptx

Chon file PowerPoint

dé trinh chiéu S
Nhan chia sé dé bat
dau trinh chiéu

Huay

1 - Getting Started Freehand cua InVision

Giao dién khi duyét dé chon file PowerPoint d¢ trinh chiéu
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Giao vién st dung phim miii tén trén ban phim / click bi€u tugng miii tén trén

man hinh dé di chuyén qua lai giita céac slide (1, 2). GV ¢6 thé ngin khéng cho hoc
sinhtu ¥ di chuyén céac slide khi GV dang trinh chiéu (3). DV két théic trinh chiéu (4).

Tim kiém hoac go Iénh

Quy trinh ba budc phéat trién Website/App

Phan tich yéu cau Phat trién
Website/App Website/App

2
Trang chiéu3/36 | > || © Dirng trinh bay

00219 @« & [

Trin Trung Chuyén (90983448779 5 chuyentt@gmail.com - B gidng Thit ké Website

Khoa Cong nghé tho... P4

Giao dién khi dang giang trwc tuyén véi Slide PowerPoint

1.6. Soan bai tap cho 16p hoc

Chon tab Assignment (Bai tap), chon Create:

“ Search or type a command Py. - o X
< Allteams WN  General FPosts Files Class Notebook Assignments Grades
WN Upcoming V'
_ - Drafts (2)

Web ngi¥ nghia

Assigned (0
eneral

— e
Ass) nt - . 0
Looks like everything's been graded.
Quiz
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Giao vién chon 1 trong 2 dang bai tap: tu ludn (Assignment) hodc trac nghiém

(Quiz), sau do6 soan ndi dung bai tap truc tiép trén MS Office365 Teams.
1.7. Cham diém bai tap

bdi vé6i bai tap tric nghiém, diém cua hoc sinhsé& duoc chim tu dong bé’mg phén
mém MS Teams. Con véi bai tip tu ludn, gido viénchon tab “Grades” dé nhap diém
cho tirng hoc sinh.

I1. POI VOI HOC SINH

I11.1. Pang nhap

+ Truy cép vao dia chi https://teams.microsoft.com bang trinh duyét web, hoic ma
phﬁn mém Microsoft Teams trén cac nén tang Windows, Mac OS, Android, iOS.

+ Nhap tai khoan (Account): md_hoc_sinh@thptbacthanglong.edu.vn; mat khau
(Password) va nhan Pang nhép (Sign in).
11.2. Tham gia 16p hoc

Sau khi dang nhap thanh cong, hoc sinh s& thy cac 16p hoc ctia minh.

Click chudt vao tén 16p dé tham gia vao 16p, giao dién s& hién thi nhu sau:

& Search or type a command B - O x

< 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.

~ J
)

General

2 hidden channels

& Chuyen Trung Tran has adided Le Hong Anh tn thi tram.
~ Chuyen Trung Tran
< 2
Start a new conversation, Type @& to mention someone
M ¢ QP o B

Tab Posts (Pang bai): dung dé dang bai va tuong tac voi giang vién.
Tab File (Tép): upload hoac download file tai li¢u.

Tab Class Notebook: s tay gido vién.
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Tab Assignment (Bai tap): lam bai tap giao vién giao Tab

Grade: Xem diém ctia minh.
11.3. Tai bai giang va tai li€éu tham khao

Chon tab File, chon file mudn tai, nhan chudt phai va chon download:

(A Search or type a command ?'. S =
< All teams m General posts Files Class Notebook Assignments Grades Wik o
m ® Open @ Copylink & Download & Delete =2 Pintotop -- X 1selected = Tatca Tailieu v
General

4080153 Thiét ké Webs... -

Tén D3 sia d6i | Nguai Sua ddi
General

2 hidden channels Class Materials /6 Chuyen Trung Tran

© 5 ~3- HTML Foundations Pa -t 9:11AM  Chuyen Trung Tran

pen
4 "4 - HTML Foundations Ps at9:11AM  Chuyen Trung Tran
Copy link
*2 - HTML Foundations P.:at 911AM  Chuyen Trung Tran
N Delete
o 1 - Getting Started pdf at9:10AM  Chuyen Trung Tran
Pin to top
Rename

Open in SharePoint
Move
Copy

More

I1.4. Tham du bai gidng true tuyén

Khi gido vién bat dau bai giang truc tuyén, hoc sinh s& nhin thiy nhu trong hinh
dué6i day. Hoc sinh click vao bai giang truc tuyén va nhan nat “Tham gia” (“Join”) dé
truy cdp vao phong giang bai truc tuyén do gido Vién tao ra.
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< All teams E General Posts Files Class Notebook Assignments Grades Meeting Notes (@D +

€03 Ine-Loc NGUYEN CNangea 18am Name Trom 4UsU110-U1 Ldp TNNN .NE| £ + B1L TO 4USULI0-UI Lap TNnn .NET £ + B

= esterday
i 285 The-Loc NGUYEN changed team name from 4080116-01 Lap trinh .NET 2 + BTL ... to 408011601-192 Lap trinh .NET

» & The-Loc NGUYEN has added NGUY?N TH? THU TH?0 and 23 others to the team.
Teams. Today

408011601 Lap trinh .NET 2... -
&3  The-Loc NGUYEN changed team name from 408011601-192 Lap trinh .NET 2 + ... to 408011601 Lap trinh .NET 2 + |

Last read
General
a The-Loc NGUYEN 10:34 PM
e o Chao cic em! Thay d3 dua tai liéu 1én muc "Files" ("Tép"), cac em c6 thé vao d6 dé I3y vé xem trué
‘. & theo thdi gian nhu TKB, cac em nhd online @€ tham gia ding gid
- “NGUYEN TUAN ANH 10:34 PM
© Vinga
4
' & Reply
e The-Loc NGUYEN 10:36 PM
° Scheduled a meeting

Wednesday, February 19, 2020 @ 12:30 PM

ﬂ Giang bai truc tuyén 1

- 37<

< Reply

Start a new conversation. Type @ to mention someone.

A 2O BB S H Q0 M

11.5. Lam bai tap

Chon tab Assignment (Bai tap), chon bai tdp can lam, sau khi 1am xong thi nhan nut
Submit

Search or type a command

< Allteams n General posts Files Class Notebook | Assignments | Grades  Wiki 7 O

Upcoming
Y Assigned (3)
4080153 Thiét ké Webs... - peing
Raitap 1
General e today al 11:59 M Due today
2 hidden channels
HTML Quizzes 5 points

Due tomorrow at 11:59 PM

ké Website 10 points
20 11:59 PM

Viét yéu cau thi

> Completed

11.6. Xem diém bai tap

Hoc sinh chon tab “Grades” dé xem diém céc bai tip ctia minh. D6i véi bai tap tric
nghiém, diém s& duoc cham tu dong bé“mg ph?m mém. Con ddi véi bai tap tu luan, diém s&
hién thi sau khi gi4o viéncham bai xong.
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