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|. TAO LOP HQC TREN TEAMS ‘ ,

1. Khi da vao l6p roi tire 1a da co TK, da vao dugc Team bang code (ai chua c6 thi ctr hoc tiep,

két thic hd tro sau)
2. Moi théng tin hd tro Day hoc online xem & website: ttentt.ftu.edu.vn
Thyc hanh st dung Team
3. Tao I6p - Vao Team —> Join or Create Team

‘l Your status is set to do not disturb. You'll only get notifications for urgent messages and from your priority contacts. Chang
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al
Files
QTDA
Public
Apps .
Quan tri du an
()

4, Chon Class

Join a team with a code

Enter code

Got a code to join a team? Enter it above.
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Select a team type

)
oy 1 F

N

Class Professional Learning Staff Other
Discussions, group projects Community (PLC) School administration and Clubs, study groups, after school

el
assignments Educator working group development activities

5. Tao Class

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

L&p st dung Teams - Dot 2 - GV: Lich, L&

Description (optional)

L&p su dung Teams - Dot 2 - GV: Lich, L&

S

Create a team using an existing team as a template

Cancel

6. Nhap thong tin 16p hoc sé day



Add people to “Lop Team 2020 - Lich Le"

Students  Teachers

Search for students

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

7. Add hoc vién bang 2 cach (cach 1 add truc tiép, cach 2 1a giri code cho SV)

Add people to "Lop Team 2020 - Lich Le"

Students  Teachers

huydp

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

8. ba tao xong lop



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

General Posts Files Class Notebook Assignments 1 more ar @ Team St Meet ~ (D)

Welcome to Lop Team 2020 - Lich Le

Choose where you want to start

< All teams

LT

= |
E i

By |

Lop Team 2020 - Lich Le - —
4 o

General

Upload Class Materials Find help & training

&' Nguyén Van Thoan has added Duong Phan Huy to the team.

Start a new conversation. Type @ to mention someone.

Y ¢ O®EM B B Q8 F - B

I1. HUONG DAN NGUOl DUNG VAO LOP
1. Giri Code cho ngudi hoc (bang email, viber, facebook, hoac giri cho 16p trudng)

Q Search

St Your status is set ta da nat disturb. You'll only get notifications for urgent messages and from your priority contacts. Change settings. X
Meeting
B Manage team wsts Files Class Motebook  Assignments 1 more v+ @ Team St Meet ~ () o

Add channel

Add member
Leave the team

Edit team

Welcome to Lop Team 2020 - Lich Le

Choose where you want to start

< All teams
Get link to team

Q@ % #® Rk

Manage tags

LT

E Delete the team
]
Lop Team 2020 - Lich Le =« S |
: -
General 6 .
Upload Class Materials Find help & training
&' Nguyén Van Thoan has added Duong Phan Huy to the team,
Start a new conversation. Type @ to mention someone
b ¢ QE R & R - B

< e il fE ENG

2. Kich vao dau 3 cham rdi Manage Team



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

L Lop Team 2020 - Lich Le -~ ® Team

Ldp sif dung Teams - Dot 2 - GV: Lich, L&

Members Channels  Seltings  Analytics  Apps

< Al teams * Team theme Pick a theme
LT » Member permissions Enable channel creation, adding apps, and more
» Guest permissions Enable channel creation
Lop Team 2020 - Lich Le -
» @mentions Choose who can use @team and @channel mentions

General

~ Team code Share this code so people can join the team directly - you won't get join requests

Note: Guests won't be able to join with a team code

» Fun stuff Allow emoji, memes, GIFs, or stickers

3. Manage = Settings > Team code = Generate dé tao code dé truy cap 16p hoc (cudc hop)

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

k| Lop Team 2020 - Lich Le - <

Ldp stf dung Teams - Bgt 2 - GV: Lich, L&

Members  Channels  Setti Analytics  Apps

< All teams * Team theme Pick a theme
» Member permissions Enable channel creation, adding apps, and more
* Guest permissions Enable channel creation
Lop Team 2020 - Lich Le
»  @mentions Choose who can use @team and @channel mentions
General
~ Team code Share this code so people can join the team directly - you won't get join requests

kdfmkat

«” Fullscreen O Reset @ Remove m Copy

Note: Guests won't be able to join with a team code

»  Fun stuff Allow emaji, memes, GIFs, or stickers

I11. HUONG DAN CAI PAT PE QUAN LY LOP
1. Hudéng dan cai dat @& Cam sinh vién tu to chirc 16p hoc/cudc hop riéng trong luc dang hoc
Team



Meet e Your status is set to do not disturb. You'll only get notifications for urgent messages and from your priority contacts. Change settings.
eeting in

BB Lop Team 2020 - Lich Le > General - ® Team

Channel settings  Analytics
¢ AlltEaIns v Permissions Set channel moderation preferences
General Channel,
LT O Anyone can post messages

o Anyone can post; show alert that posting will notify everyone (recommended for

large teams)

Lop Team 2020 - Lich Le -

@ Only owners can post messages

General

2. General — Manage — Channel Settings = Chon Only Owner can post message

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

Meeting in *
General Posts Files Class Notebook Assignments 1 more + @ Team Gt Meet (D)

¢ Meet now

Schedule a meeting

Welcome to Lop Team 2020 - Lich Le

< Allteams Choose where you want to start

ar

o — |
. A B |
Lop Team 2020 - Lich Le - A - )
General
Upload Class Materials Find help & training
&' Nguyén Van Thoan has added Duong Phan Huy to the team
Pl & a message to continue.
Start a new conversation. Type @ to mention someone.
A ¢ O W B B Q@ F - B

3. Chon miii tén canh chit Meet dé dat Schedule



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

New meeting Details Scheduling Assistant

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

Va Bai 1 - Téng quan vé CNTT

& Add required attendees + Optional
Aug 14, 2020 1230 PM Aug 14, 2020 1:00PM ~ 30m @
> Doesnotrepeat v

= Lop Team 2020 - Lich Le > General

® Add location

= B 7 U SI¥ A M pmgwhy I, S T Eln @ £ -

Type details for this new meeting

Chon Meeting Options

All day

Meeting in "Gel

5.

Your status is set to da not disturb. You'll only get notifications for urgent messages and from your priority contacts. Change settings.

Bai 1- Téng quan vé CNTT Chat Details  Scheduling Assistant

X Cancel meeting Time zone: (UTC+07:00) Bangkok, Hanoi, Jakarta Meeting options

Va Bai 1 - Téng quan vé& CNTT

& Add required attendees .
B Aug 14,2020 1230PM ~ Aug 14, 2020 10PM ~ dom @  Allday

' Doesnotrepeat -

@  Add location

= B 7 U S ¥ A M Paragraph ~ I, <= = =

it
@
i

Join Microsoft Teams Meeting

Tracking

Nguyén Van Thoan
Organizer

Close

Can phai thém 1 budc — cai dat trén Web (can nhap user va pass TK Office365)



i

Bai 1 - Tong quan vé CNTT

August 14, 2020, 12:30 PM - 1:00 PM

< Nguyén Van Thoan

Meeting options

Who can bypass the lobby? People in my organization v
Always let callers bypass the lobby No @
Announce when callers join or leave Yes ()
Who can present? Everyone
6. Chon ngudi dugc thuyét trinh — Chan khong cho sinh vién tu dong khoi dong thuyét trinh
trong qua trinh hoc
7.
i
Bai 1 - Téng quan vé CNTT
August 14, 2020, 12:30 PM - 1:00 PM
<, Nguyén Van Thoan
Meeting options
Who can bypass the lobby? People in my organization v
Always let callers bypass the lobby No @
Announce when callers join or leave Yes c
Who can present? Everyone v
8. O trén Apps la chan ty tao 16p hoc / cudc hop riéng
9. O tren Web 1a chan khdng cho ghi man hinh / khéng tu share man hinh



A' Your status is set to do not disturb. You'll only get notifications for urgent messages and from your priority contacts. Change settings. x

Bai 2 - Lich str CNTT cChat Details  Scheduling Assistant “ Close

X Cancel meeting Time zone: (UTC+07:00) Bangkok, Hanoi, Jakarta Meeting options Tracking
T = _
Vs Bai 2 - Lich sir CNTT Nquyén Van Thoan
& oo
& Add required attendees + Optional
- Aug 14, 2020 1230 PM ~ Aug 14, 2020 100PM ~ 30m @  Allday
) Doesnotrepeat v

@ Add location

E B 7 U S ¥ A M bemgephv L = o= = =0

@
i

Meeting in "General”

Join Microsoft Teams Meeting

10. Lam lai véi 10 bai hoc dé dat cac chic ning quan 1y nguoi hoc (khéng cho share man hinh,
khéng cho record man hinh)

i

Bai 2 - Lich sir CNTT

August 14, 2020, 12:30 PM - 1:00 PM
2, Nguyén Van Thoan

Meeting options

Who can bypass the lobby? People in my organization v
Always let callers bypass the lobby No @
Announce when callers join or leave Yes ()
Who can present? Only me v
v Done!



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

General Posts Files Class Notebook Assignments 1more v+ @ Team @1 Meet v (D
— - < -
Upload Class Materials Find help & training

< All teams

& MNguyén Vin Thoan has added Duong Phan Huy to the team.

Nguyén Van Thoan 12:12 PM
LT o Scheduled a meeting

u Bai 1 - Téng quan vé CNTT

Friday, August 14, 2020 @ 12:30 PM
Lop Team 2020 - Lich Le

< Reply

General .
Nguyén Van Thoan 12:21 PM
o Scheduled a meeting

Bai 2 - Lich sif CNTT

Friday, August 14, 2020 @ 12:30 PM

& Reply

Start a new conversation. Type @ to mention someone

A OB R B e @ - B

11. Luu y: sau khi tao 10 bai xong, thi ¢d thoi gian trén hé thdng, sau nay khi day xong cé thoi
luwgng moi budi hoc

IV. UPLOAD CAC TAI LIEU CHIA SE CHO SINH VIEN

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

General Posts Files Class Notebook Assignments  Grades -+ V' O S Meet -
+ New v 7 Up\und_‘dw Copylink & Download + Add cloud storage @ Open in SharePoint = All Documents
General
< All teams Name Modified | Modified By
Class Materials Nguy&n Van Thoan

LT

Lop Team 2020 - Lich Le

General

1. Upload cac file tai li¢u chia s¢ cho sinh vién. Dung Files - Upload va co thé tao Folder riéng
cho turng bai, roi upload vao tirng Folder

10



Your status is set to do not disturb. You'll only get notifications for urgent messages and from your priority contacts. Change settin

Meeting in *General®

General Posts Files Class Notebook Assignments Grades —+ ¢

+ New v T Upload @ Copy link 4 Download + Add cloud storage @ Open in SharePoint =

General
< All teams % Name Modified | Modified By
Class Materials Nguyén Van Thoan
LT @
Tai liéu bai 2 A few seconds ago Nguyén Van Thoan
S
. — Tailiéu Bai1 A few seconds ago Nguyén Van Thoan
Lop Team 2020 - Lich Le -+ 2 g guy
N
B "Presentationl.pptx About a minute ago  Nguyén Vén Thoan
General
SN .
~Ecommerce Typing Test.docx About a minute ago Nguyén Van Thoan

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

General Posts Files Class Notebook Assignments Grades —+ O GiMe

New assignment Saved

e Discard save m

Instructions
< All teams

Trinh bay vé mdy tinh

LT & Add resources

Points

Lop Team 2020 - LichLe - No points

e Add rubric
General Assign to
Lop Team 2020 - Lich Le Dy All students &

Don't assign to students added to this class in the future. Edit

Date due Time due

@

Fri, Aug 28, 2020 2] 11:59 PM

Assignment will post immediately with late turn-ins allowed. Edit

1. Tao cac bai tap (vi du tiéu luan) va cac bai quiz



Meeting in “General*

Upcoming Y

> Drafts

< All teams R Gslanedia)

Tiéu luan chuong 1

Due August 28, 2020 11:59 PM

LT

Tiéu luan chudng 5

Lop Team 2020 - Lich Le - Due September 4, 2020 11:59 PM

(1) > Graded

General

2. Xem tinh hinh nop bai va chim diém cho cac Tiéu luan

< Back Edit ass

< Allteams

Tiéu ludn chuong 1

Due August 28, 2020 11:59 PM

LT
To grade (1)  Graded (0)
Lop Team 2020 - Lich Le - Name Status
General @ Huy, Duong Phan @ Not turned in

3. Xuét bang diém tiéu luan ra file Excel

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

General Posts Files Class Notebook Assignments Grades —+

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

General Pposts Files Class Notebook Assignments Grades -+

D G Meet

8 Export to Excel

Search students Q

Feedback

E]

Lop Team 2020 - Lich Le grades - 08-14-2020, 12-40 PM.csv - Excel

Review View Help Q Tell me what you want to do

- X N
D = Arial vi2 VA A == - 20 Wrap Text General

Merge & Center ~ $ - % 9

Clipboard Font & Alignment & Number

D8 - fe
A B C D E F

G

[ =) o
€m 1

-:
5"
Conditional Formatas Cell Insert  De

Formatting - Table v Styles ~ <
Styles @

| First Name  Last Name Email Address Tiéu luan chwong 1 Points Feedback
| Duong Phan Huy huydp@ftu.edu.vn

OO ~NOOREWWN

12



4, Export File bang diém bai tap lon (vd. Tiéu luan da cham) ra file Excel.

HUONG DAN TAO QUIZ TRAC NGHIEM

Your status is set to do not disturb. You'll only get notifications for urgent messages and from your priority contacts. Change settings.
General Posts Files Class Notebook Assignments Grades -+ ¢ D 3 Meet
Upcoming v

> Drafts
~ Assigned (2)

< All teams
Tiéu luan chuang 1 0/1 turned in

Jue August 28, 2020 11:59 PM
LT
Assignment 071 turned in
Lop Team 2020 - Lich Le 59 PM
Quiz
General From existing

1. Dung tab Assignment = Quiz hoac From Existing (quiz)

New Tab X | & Meeting options X | & Meeting options %3 d Microsoft Forms x - U

@& forms.office.com/Pages/DesignPage.aspx?Action=CreateQuiz#Form|d=0xOLWDHIOyKwFmMEfrLcilXWPNgRnIBFpYyt5qeT6AdUMEpFQVQ4TIZZQONHRTEOM TROMz1)

CJ  Computer [0 Mobile

Quiz 1 - May tinh

Hi Nguyén Van, when you submit this form, the owner will be able to see your name and email address.

1.B6 phan nao quan trong nhat trong may tinh
Man hinh
Chuét
Ban phim

CPU

2.May tinh phé bién hién nay la

or

2. Tao Quiz trén Form (quiz tric nghiém)



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

General Posts Files Class Notebook Assignments Grades —+ e O O Meet

New assignment Discard Save

¢ All teams Title (required)
Quiz 1 - May tinh
LT ¢) Add category

Instructions

Enter instructions

Lop Team 2020 - Lich Le -
Quiz 1 - May tinh (Lop Team 2020 - Lich Le)

General
Points

0 points possible
Assign to

Lop Team 2020 - Lich Le =] All students &

Don't assign to students added to this class in the future. Edit

3. Add Quiz vao trong lop hoc trong Team

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

. General posts Files Class Notebook Assignments Grades —+ W O St Meet
Upcoming
> Drafts
< Allteams peassgnedld)
Quiz 1 - May tinh
LT Due tomorrow at 11:59 PM
Quiz 2
LOp Team 2020 - Lich Le - Due August 21, 2020 11:59 PM
General (1] Tiéu luan chuong 1 0/1 turned in
Due August 28, 2020 11:59 PM

Tiéu luan chuong 5 0/1 turned in

4, C6 thé dung Form dé diém danh (cau hoi Yes/No) roi export file két qua dé diém danh.

VI. HUONG DAN CACH XEM LAl CAC PHIM GHI MAN HINH BAI
GIANG

14



C | I | O Microsoft Office Home X  §» Cip X @ (5)Chung (CNTTI6pE X | g Tiy chon cudc hop X | @ Toy chon cuée hop x | Q@ Micosoft Forms x | Gl Microsoft Forms S 3 = o x
< C @& webmicrosoftstream.com/vid: bae15-5ecd-412f-ad63-d637ab78b0867entryPoint=0&hasPlayed=false&srcScreen=6 * OHE MG
i Stream QO & ? pA
() Trangchd 1 Kham pha O N8&i dung cda toi + Tao Tim kiér S@Dsr T A ©
Mesting T ™ video X
Chi tit Quyén Tuy chon

Request control

1. Truy cap vao Office365 Online

2. R&i vao tng dung Stream

3. Sau d6 cai dit cho cac video dé cho phép xem cac video (cho Iép cia minh xem, cho mot sé
ngudi cu thé, hoac public cho tit moi ngudi xem)

15



VII. CAC CAU HOI CUA GIANG VIEN

1. Diém danh dau gio, diém danh cubi gio (dat sdn thoi gian trong Form), tao trugc cac form
diém danh cho céc budi hoc

2. Chtrc nang chi GV ¢d quyén share man hinh

3. Chire nang chi GV ¢6 quyén ghi man hinh

4. GV can trong ltc giang, thi cho 1 vai sinh vién tra 15, sinh vién share man hinh thi cdp quyén

cho SV nhu thé ndo. Néu luc dau da cam share man hinh (chuyén tir Attendee - thanh Presenter).
Hoac phan quyen cho 16p trudong lam Presenter d€ ho trg diém danh, ghi lai bai giang.

5. Luu lai tir Stream xudng may tinh caa minh. Cai dit chia sé Video trén Stream cho mot sb
ngudi cu thé hoac nhdm cu the, hodc dat ché do riéng tu.
6. Cam hoc vién hoc chuia bang 2 buéc. Boi méa code cia l6p hoc. Sau @6 vao Thanh vién va xd6a

thanh vién d6. Hodc da thdy da 50 sinh vién thi x6a hian Team Code di thi khong ai vao thém duoc
nira.

7. C6 upload duoc video 1én khdng? (Upload file, hoic upload 18n Stream hozc 1én Youtube roi
share link) ) q i
8. Chia nhom thao luan nhu thé nao? Tao nhdm (kénh), kiéu riéng tu, roi chia SV vao nhom.

Gi4o vién vao xem noi dung timng nhom nhu thé ndo. Quyén GV la duoc vao xem hét cac nhom.
(chon kiéu nhom tiéu chuan hay riéng tw)
9. Tan dung lai 16p hoc, dé cho ngudi khac giang. Phan thém quyén cho ngudi chu sé hitu nira
dé c6 quyén giang — Add Owner
10.  Upload tai liéu xong — kich vao dau 3 chdm — chon chiic ning khoa sira x6a
11.  Form diém danh — Copy cho céc budi hoc, dat thoi gian diém danh, dat s6 1an diém danh
12.  Quan ly hoc vién trong 16p = vao 16p 1on, kiém tra danh séach, kiém tra s lugng thanh vién
véi danh sach. So sénh, xda thanh vién thira. Nhéc dé céac thanh vién thiéu vao 16p hoic add thém cho
du sb lwong va nhic hoc vién truy cap; sau khi du roi c6 thé d6i ma nhém khac hoic khéng cé nhu
cau cho thém hoc vién nita thi x6a Team Code di.
13.  Kiém soat hoc vién dang hoc nhu thé nao? Goi hoc vién phat biéu. Hoac diém danh cé anh
sinh vién va thé upload 1én thu muyc Files, hoic yéu cau sinh vién phat biéu c6 Camera.
14.  Day ngoai ngir, phat mot doan bang, ca 16p cung nghe 1 ltc. (Share screen, chon thém 6 share
Audio)
15.  Tu ghi lai bai giang, xem lai clip d& ghi, cai dat phan quyén trong Stream
16. Kiém tra lai s6 hoc vién dang tham du
17.  Yéu cau sinh vién bat Cam va Mic khi phat biéu/ Roi tat
18.  Yéu cau sinh vién nop bai tap vé nha (vi du tiéu luan thi 1am thé nao) (Dung Assignments,
nop bai, cham diém)
19. Tao TK cho 16p n tap, luyén thi Cao hoc — tam thai 3-6 thang roi sau khi hoc xong x6a TK
20. CAC BON VI QUAN LY PAO TAO — QUAN LY TINH HINH CAC LOP HOC ONLINE
THI LAM THE NAO. GV PHAI LAM GI? (Vé co ban, QLDT c6 thé theo ddi duoc tat ca cac budi
giang cua GV, thoi gian 1én 16p, két thic giang online, s6 luong hoc vién tham du, thoi gian ting hoc
vién tham du cé&c budi hoc, chat lugng am thanh, hinh anh cac budi giang truc tuyén)
21. GV can luu ¥ gl khi day online? Nén tao du lich cac buoi giang (cudc hop) va cai dat ngay
gio theo diing nhu tién d6 18n 16p — Tién dé sau nay QLDT c6 thé kiém tra online. Tao thu myc va
upload tai liéu 1én Files vao cac thu muc twong Gng voi cac bai giang dé SV tién theo ddi (néu da
upload & chd khéc thi thoi, d& mat thoi gian, néu chua thi upload trong Teams ciing dugc). Nén tao
du cac bai Assigmnment trude theo tién do giang day. Tién theo ddi, chim diém. Pac biét nén tao du
cac Form dé diém danh cho céac budi hoc trude, cai dat thoi gian dé SV tu dong diém danh, dau gio,
gitra gio va CUOI gio (tuy GV chon).
22. Nang cip mat khau cho tai khoan Office 365 — Cép nhat thém sé di dong va Email back up
cho Tai khoan. (Sau nay mat pass hoac quén pass thi hé théng guri code dén di dong va Email dé nhan
lai Pass)
23.  Khi tao 16p hoc méi — C6 thé Copy tir khda hoc da co (truéc thi & dau 3 cham roi duplicate)
hoic copy trong qué trinh tao khoa. Tiét kiém thoi gian khi day 16p mai.

16



24.  Tom tat lai quy trinh chung giang day qua Teams can bao nhiéu bwéc: Nhan tai khoan
Office 365, cai dat Teams, tao Lop hoc (Teams/Groups), cho sinh vién vao I6p (tung sinh vién, hoac
giri Code), (Iuu ¥ dau 3 cham) nang quyén cho tro giang, hoic chuyén giao cho GV khac, Code cua
nhoém/16p — gui cho SV dé SV tu vao 16p hoc, kiém tra du thanh vién rdi thi x6a Code di; x6a céc
thanh vién khong phai cia I6p minh; Khi nao du s6 hoc vién theo ding danh sach roi thi x6a Code
di;

25. Budc 2 — Chan SV khéng tu hop nhom, chat véi nhau trong 16p. Vao muc General/Chung —
chon chi chu s¢ hitu mai dugc tao cudc hop, nhom trong 16p.

26.  Budc 3— Tao ra cac budi giang, 10 budi giang, theo lich caa phong QLDT, nén tao ra ludn va
dit lich ngay — gio (som 18n khoang 15 phut cho SV vao trudc), dén ngay gio cudc hop tu ma va SV
cd thé vao dugc. Cach dit lich cugc hop, géc trén bén phai, miii tén — chon Lén lich cudc hop/Schedule
- chon thoi gian bt dau, két thac. Luu ¥: Co bao nhiéu budi giang, tao ludn du sé cudc hop. Tién
cho GV theo ddi. Va ciing tién cho phong QLBT kiém tra trén hé thong sau nay.

27.  Budc 4 — Chan cac hoat dong cua sinh vién — Khong cho SV tu y share man hinh, ghi video
bai giang. Thao tac vao tirng cudc hop, tly chon = Hé thdng s& chuyén sang Web: ding nhap, rdi dat
la Chi t6i 1a nguoi trinh bay. Thé 1a di setup xong cho cudc hop/budi hoc d6. Lam thao tac nay cho
tat ca cac budi hoc.

28.  Nhu vay la xong cho tat ca cac bai giang truc tuyén.

29.  Budc 5. Upload file tai liéu 1én Thu muyc dung tinh nang Files. Luu ¥ sau khi upload thi chon
chan chinh sta, chi cho phép sinh vién download. Khi day cé thé mé truc tiép File Word hoic PPT
khi dang share man hinh dé giang luén duoc.

30.  Budc 6. V& bai tap — C6 hai loai, bai tiéu luan va bai tric nghiém. Giao bai tap tiéu luan cho
hoc vién, giao cho ca Ié6p hoic timg nhoém. Pat han nop bai roi giao. Vé bai trac nghiém — Thi vao
phan Form trén web, tao san, sir dung dang tric nghiém. Pat ngay gio cho bai tric nghiém. Sau do
vao Teams dé lay Form ra, add vao 16p hoc.

31.  Budc 7. Chia nhém dé thao luan trong 16p. Nhdm ma, nhém dong. Nhém ma tat ca SV déu
vao dugc. Nhom dong chi thanh vién nhom d6 duoc vao thao luan.

32.  Budc 8. Trong lic giang, mudn cho SV tra 1o, trinh bay — thi nang quyén Ién thanh Presenter,
xong rdi lai chuyén xudng Attendee. Ciing c6 thé kiém soat nguoi hoc bang cach goi, phét biéu bat
Cam Ién la ca 16p nhin dugc. (Gio thé, chirng minh thu, chup cai anh ca mat, ca thé, ca CMT — upload
1én thu muc Files, hoic giao 16p truong diém danh)

33.  Budc 9. Ghi man hinh lai cac bai giang (néu can). Sau khi ghi xong thi bai giang luu ¢ dau.
Ping nhap trén web bang TK Office 365. R6i vao App tén la Stream. Roi chon muc Kham pha. Néu
ghi ma khong quan 1y thi n6 s& ty dong dé Public. Néu quan ly thi vao Noi dung caa tdi. Chon nit
cap nhat (cai bat) — Cho phép moi ngudi xem video — Bé chon di. Mudn cho ai xem thi chon, trong
kénh, nhdm, tai vé, xoa di, cho phép binh luan hay khong ./.

34.  Day ngoai ngi - chia nhom. Vao timg nhom dé day néi. Khdng anh hudng dén nhom khéc thi
lam thé nao? (ra khoi cudc hop Chung, Kénh chung) roi vao cac Channel riéng, kénh riéng, khoi dong
cudc hop dé néi chuyén vai timg nhom. Khi d6 cac nhom khac muén goi GV thi goi qua CHAT. GV
luu y khi hoc nhom thi phai dé y Nt Chat bén trai man hinh.

35.  Van hoi lai diém danh nhu thé nao? Vao phan Bai tap, chon Add Quiz rdi tao Form dé diém
danh.

36.  C6 nhat thiét phai 1am Schedule cho céc cudc hop/budi hoc khdng? Nén — duoc 2 loi ich, cim
dugc SV share man hinh va ghi man hinh. VVa Ghi lai record trén hé théng vé cac budi hoc.

37.  Piém danh — khong kich vao duoc? da 1a thanh vién roi lai khong tich duoc? Mdi lan diém
danh tao thém 1 Form méi, vi trong form chi cho SV dién 1 lan. Va khi xem két qua thi khong kich
vao Export ra Excel ma phai chon nat M¢ trong Form.

38.  Ting cudng tuong tac hon trong qua trinh giang? Tranh ngdi ndi mot minh? Bat hét cam 1én.
Hoac goi tra loi.

39. Chia s¢ lam chung bai tap? Dung Sharepoint — Dung Google Docs

40.
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VI HO TRQ KY THUAT

Péi véi giang vién
1. Hoang Anh Dtrc — Email: ducha@ftu.edu.vn — Tel: 0906289595
2. Tran Xuan Lich — Email: lichtx@ftu.edu.vn — Tel : 0904799589

Péi véi sinh vién lién hé:

1. B/c Hoang Xuan Thanh — 0976037197 (9h00 — 11h30)
2. B/c Binh Mai Lién — 0988746900 (13h30 — 15h30)

3. B/c Tran Minh Hanh — 0982005718 (15h 30 — 17h00)

Email chung don vi: tttt@ftu.edu.vn
Website: http://ttcntt.ftu.edu.vn/
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