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Tai liéu Huéng dan su dung Microsoft Teams

1. NHOM VA KENH TRONG MICROSOFT TEAMS

@ Nhém va kénh trong Microsoft Teams

Chon loai nhém

=R
A
(S

Vi tri trén man hinh

Céng dong hoc tap
chuyén nghiép (PLC)
Nham 14 viéc el giéng

Lép hoc méu

Chung

Dia ly

Héa hoc
Lich su
Tiéng Anh
Toan
Tutorial

Vatly

Mén hoc mau
Chung
Chuong 1
Chuong 2

Chuong 3

\"&b

Nhan vién
i 43 phat trén truang hoe

Vi tri trén man hinh
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Cac nhom dugc phan
chia thanh cac kénh.
Ban c6 thé tao kénh
theo cach ban muén:
theo chuong bai,
nhém nhd, tiét hoc,
hoéc bat clr cach nao
phu hgp véi ban, theo
lua chon cua ban.

Mot nhom la

noi ban cong

tac véi nhirng
ngudi khac.

Ban cé thé cd cac
nhém khac nhau
cho cac muc tiéu
khac nhau nhu:
cac I6p ma ban
day, hgp tac vdi
cac gido vién khac,
hodc cho bat ky
nhdém nao mudn
[am viéc cung.



Tai liéu Hudng dan st dung Microsoft Teams

@ Thém mot kénh méi

Vi tri trén man hinh

2. TAO MOT NHOM
@ Tao mot nhom

Tham gia hoac tao nhom

-

Tao nhém

%' Tyo nhém

W

Tham gia nhém bang ma

Vi tri trén man hinh
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1. Chon d3u ... bén

canh tén Nhém

2. Sau do click vao
Thém kénh

3. bat tén va thém
chi tiét cho kénh
mai

1. Chon Tham gia
hoac tao nhém &

goc dudi bén trai

2. Sau dé chon
Tao nhém

(Xem tiép trang sau)



Tai liéu Hudng dan st dung Microsoft Teams

@ Chon loai nhém

Chon loai nhém

=
«E-. .
—_J

Céng déng hoc tap
chuyén nghiép (PLC

6m lam viéc cia

Lép hoc Nhan vién

)

ohit tridn truing hoc

Hiy

3. Chon loai nhém
ma ban muén tao

4. bat tén cho
kénh va thém

Tao nhém cua ban

Gido vién la chi sd hitu cda nhém I6p hoc va hoc vién tham gia
dp hoc cho phép ban ta:

4c bai tap, bai kiém tra, ghi lai y ki€

cho hoc vién khdng gian riéng tu dé€ ghi chu trong S6 tay Idp hoc

vdi tu cach I3 thanh vién. M3i nhém
han hoi cba hoc vién va cung cip

thanh vién. Ban
c6 thé thém khach
(vi du nhu phu
huynh) bang cach
g6 dia chi email
cua ho

(Xem tiép trang sau)

Vi tri trén man hinh

@ Thém thanh vién vao nhém

Y Tham gia ho&

=1 : I

& Chinh sifa nhém

@ Nhan lién k&t dén nhom

Vi tri trén man hinh
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5. Chon dau ...
bén canh tén Nhom

6. Chon Thém
thanh vién



Tai liéu Huéng dan su dung Microsoft Teams

@ Thém Cha dé cia Nhém
Nhém v Tham gia hoa
Lép hoc miu B ‘ \

Tiéng Anh

Vi tri trén man hinh

@ Thém Cha dé caa Nhém

1. Chon dau ...
bén canh tén Nhom

2. Sau dé chon
Xem nhém

(Xem tiép trang sau)

") Lép hoc mau -
3 Lép hoc mau ‘

Thanhvién Yéucdudangchdxirly Kénh JCaidat | Phantich Ungdung

~ Chu dé cua nhém Chon cha dé

5
-
l,_\: Tray déi chu dé] ’

3. Chon Cai dat

4. Sau do click
Thay déi cha dé

Vi tri trén man hinh
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Tai liéu Huéng dan st dung Microsoft Teams

@ Pang binh luan va @deé cap

rp
& Training 0365 @3 thém khoasph31 (Guest) vao nhdm véi tu cich khach
€= Training 0365 hoasph31 (Guest) khdi nhém
B  Training 0365 d3 tao kénh Tutorial. An kénk
Bat dau cudc hoi thoai mdi. Nhap @ dé dé cap dén mét ngudi ndo dé

A CO@BE G B> Q@

Pang mét binh
luan va @dé cap
tdi cac thanh vién
Nhom

Vi tri trén man hinh

3. KHONG GIAN LAM VIEC TREN TEAMS

7

@ " Khu vuc lam viéc ca nhan: Theo d6i cac i'ng dung va tép cua ban

Thanh

ingdung _) — leforaila Kenh

il

Vi tri trén man hinh
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Trong khong gian lam
viéc ca nhan, ban sé
tim thay:

1.Thong bao

2.Céac cudc tro chuyén
3.Nhém

4.Cudc hop

5.Tép lam viéc ca nhan
6.T4t ca bai tap da tao

7.Bat ky &rng dung nao
dugc thém vao



Tai liéu Huéng dan si dung Microsoft Teams

@ Khu vuc lam viéc chung: Hgp tac véi hoc sinh

Tim kiém hodc gé lénh

Tép Wiki Edit|khdosat —+

Tran Thi Thu Hang (VSC-KGD-MB)
Ay Nhém nay 13p nén véi mong muén GV hai co s& TL va MTP ducc ciing sinh hoat chuyén mén theo khéi I6p; bén TL, khéi 3,45
chi 6 t4t c3 4 GV nén céc thiy ¢ chd déng nhan nhiém vu phén cdng demo, trinh bay bai day theo phan céng ciia nhém

&' Nguyén Thanh Huyén (VSC-KGD-MB) 63 tham gia nhém

Nguyén Huyén Trang (VSC-KGD-MB) 13/10/2019 13:36
Tab conversation has begun.

Edit | khao sat

Vi tri trén man hinh

@ Khu vuc lam viéc chung: Hgp tac véi hoc sinh

Tim kiém hodc g3 lénh 0
N—

» ’ Trén Thi Thu Hing (VSC-KGD-MB)
\“— Nhém nay I3p nén véi mong muén G\

chi ¢o tat ca 4 GV nén cac thay ¢ chi

ai cd s& TL va MTP Gudc cling sinh hoat chuyén mén theo khéi I8p: bén TL. khéi 34,5

ng nh3n nhiém vy phan céng demo, trinh bay bai day theo phan céng ciia nhom

« Ty

& Nguyén Thanh Huyén (VSC-KGD-MB]

Nguyén Huyén Trang (VSC-KGD-MB) 13/10/2019 13:36
Tab conversation has begun.

n Edit | khdo sat

< Tl

Vi tri trén man hinh
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1. Thanh tén Lép
cho biét ban dang
& trong Nhém va
Kénh nao.

2. Cac Tabs la noi
hoc sinh lam viéc va
chia sé vdi giao
vién.

Pay la cac tab cho moi
kénh, & day ban c6 thé
di dén cac muc:

3. Bai dang
4. Tép va hon nira

5. Thém tab bang cach
chon dau cong (+)



Tai liéu Huéng dan su dung Microsoft Teams

@ Khu vuc lam viéc chung:

Chung

S Trsn Thi The Hing (VSC-KGD-ME:

%

‘ Nouyin oyt Trang (VSC-KGO ME)
[~ e

Vi tri trén man hinh

4. QUAN LY cUOC TRO CHUYEN TREN NHOM

@ Pang bai lé

n kénh

TO0

Trainiageiadey 00:2 é
Dea - hoi k lai néi dung dao tao trudc khi tham gia I6p ngay mai a.
« Tralg

(Z4Ke ai ma 6 t B o ]
B 7 US ¥ A m v I, = Eln o ¢ =

Thém cha de

Cuéc hop ngay mai sé dién ra trong 3 gid, tai phéng héi dng, mdi ngudi can r*a}wg theo may tinh xach tay 2

Al © W B o 2] B

Vi tri trén man hinh
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Pay la khu vuc lam
viéc chinh.

Bat cU th¢ gi ban lya
chon trén thanh (ng
dung, khay Nhom va
Kénh, hay cac Tabs déu
dudgc hién ra & day.

1. @dé cap

M6t ngudi cu thé
hoac cac kénh
trong hop soan
thao dé thdng bao
cho ho hoac

st dung @Chung
dé théng bao cho
tat ca moi ngudi
trong nhom.

2. Chon nut Pinh

dang Y aé
thém mau, hinh
ddng, hinh dan va

cac dac tinh cda
chir.

3. GUi tin nhan



Tai liéu Huéng dan su dung Microsoft Teams

Xéa binh luan

Khi phat hién mét binh luan khong phu hgp?

e Mar 16

View assignment

Training 0365 43 thém khoasph31 (Guest) vao nhém vdi tu cach khach

A Training 0365 a3
9
8

khoasph31 (Guest) khdi nhom.

Training 0365 0027
Cubc hop ngay mai sé dién ra trong 3 gid, tai phéng hdi déng, mdi ngudi can mang theo may tinh xach tay 3

T0

Bat dau cudc héi thoai mdi. Nhap

YO @BE &L 2 @ -

Danh dau la chua doc

Sao chép lién két

Training 0365 da kénh Tutorial. An kénh &3 Chia sé téi Ou k
L0 a5 Dict
T0 Training 0365 00:24 @ Trinh doc chan thuc
Dear Chung, moi ngudi check lai ndi dung dao tao trudc khi tham gia Idp ngay mai a N
JA T3t thong bao

@ Xem thém hanh déng

Vi tri trén man hinh

@ Quan ly cac cai dat khac cia cudc tro chuyén

1. Click vao biéu
tugng Thém lua
chon ... bén canh
tin nhan

2. Sau doé nhan

nut Xéa dé xoa tin
nhan dé

1. Dé quan ly cai dat

dang bai trong
L:Ph“of mau - Nhém, chon biéu
S s T tugng Thém lua
» Chi dé cia nhém Chon chi d& Chgn 00O bén Canh
tén ctia Nhom.
» Quyén cia thanh vién Batt
» Quyén cia khich Bat tinh nang tao kénh
2. Chon Xem nhém
» @lugt dé cap Chon ng v Jung @8 c3p 66 h
» M& nhém hia sé m3 nay d€ moi ngudi c6 thé tham gia tryc tiép vao nhom- ban s& khéng nhan dugc yéu cu tham
3. Chon Cai dat va
[» N8i dung tha vi Cho phép cic emoji. anh meme, dnh GIF hoc hinh dan ] sau dé |u,a Chon n6|

Vi tri trén man hinh
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dung & cac miii tén
dé xem va thay déi
cac lua chon.



Tai liéu Huéng dan su dung Microsoft Teams

5. QUAN LY TIN NHAN RIENG TU TRONG TEAMS

@ Bat dau mét tin nhan riéng tu

1. Chon Tro chuyén

2 /4 ,
- trong thanh (ing

Nhém v ‘) dung

-

Lép hoc mau “ee anh vié 2- CAhQn‘bleU tl{dng
Chung Cudc tro chuyén
Dialy e mdai 4 dé bat dau
Héa hoc Chu s& h| .

‘ ,‘ To ™ (Xem tiép trang sau)
Vit ly Thanh vi

Mén ho

Chung

Chuang

Chuang

Chudng

Vi tri trén man hinh

@ Bat dau mét tin nhan riéng tu

Lép hoc mau

Chung

3. GO tén nguai
ma ban mudn tro
Tim kiéim § chuyén trén thanh
tim kiém

4. G6 tin nhan cda
ban trong hép Nhap

ﬁ. tin nhan mdi
3

5. Nhan nut deui

° tin nhan cua ban

Vi tri trén man hinh
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Tai liéu Huéng dan si dung Microsoft Teams

@ Thém mot ngudi vao cudc tro chuyén

r

Thém

Q00

& Nguyen Anh Khoa X

Vi tri trén man hinh

6. LUU TRU VA CHIA SE FILE TRONG TEAMS

@ Luu trir va chia sé file trong Nhém

&l Héa hoc 83 azng Tép fGhi chu
e ? 9

+— Mdi T Tailén Sao chép lién két
Héa hoc
Tén

Q HDSD Ms Teams - Template.pptx

01. BG - Thanh phan nguyen tu.pdf

Bai 1. Thanh phan ngu.

¥ Taixudng

Ghi chi cudchop  +

Dasiraddi | Ngusi Sira d8

04 Thang Ba

03 Thang Ba

Thém dung lugng luu trif dam may

Training 0365

Training 0365

Vi tri trén man hinh
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1. Chon biéu tugng
Thém ngugi

2. GO tén ngudi
hodc nhém nguGi
ma ban muén thém
vao cudc tro chuyén
vao hop Thém

3. Nhan vao nut
Thém

Cé rat nhiéu cach
dé lam viéc véi cac
Tép trong Teams

1. Méi khi ai dé
chia sé mot file
trong cudc tro
chuyén, né sé dugc
ty dong thém vao
Tab Tép trén kénh.

(Xem tiép trang sau)



Tai liéu Huéng dan su dung Microsoft Teams

@ Luu trir va chia sé file trong Nhém

Héa hoc Baidgang Tép Ghichd Bai 1. Thanh phan ngu... Ghichi cuéchop
° =+ Mdi T Téilén @ Sao chép lién két v Taixubng t Thém dung lugng luu trif ddm may ] -
Héa hoc
L] Tén Dastadoi | Ngudi Sira 66
e [ @] HDSD Ms Teams - Template.pptx 04 Thang Ba Training 0365
o 01. BG - Thanh phan nguyen tu.pdf 03 Thang Ba Training 0365

Vi tri trén man hinh

@ Thém file vao cudc tro chuyén

Héa ho

a (D3 hiy) HOA 9 OXIT
Dién ra hing ngdy @22:00 cho dén 22/03/2020

qua 22:16

Training 0365 Hom
Cudc hop “"HOA 9 OXIT* da bi hiy

Training 0365 Hém qua 23:24
T0 D3 1én lich cudc hop

Training 0365 Hém qua 2208
TO “

3 lén lich cudc hop

Gin a3y

Duyét nhom va kénh

OneDrive

m° -

5i. Nhdp @ d€ dé cap dén mét ngudi nao dé.

/«(-;-) EREH=T:N AN - B

Tai Ién ti may tinh cla t6i

ai 1. Thanh phan ngu... Ghi chii cuéchop ® Nhé

Vi tri trén man hinh
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2. C6 thé tao file mdi,
upload [én mét file da
6 tu thiét bi cta ban,
nhan dudng link tdi
file, thém file tir kho
luu trr dam may hoac
md& ching trong
SharePoint cia Nhém.

3. Tat ca cac file cua
ban va ngudi khac
thém vao nhém déu
dugc luu tr ty dong.

1. Chon Tab Bai
dang

2. Chon Biéu tugng
@
dudi hop tro chuyén

kep ghim

3. Chon cach ban sé
upload file.

4. Nhan nut d&gui
tin nhan cltia ban



Tai liéu Huéng dan si dung Microsoft Teams

@ Files trong khong gian lam viéc ca nhan

1. Truy cap nhiing
file cA nhan cta ban
tu nat Tép trén
thanh Ung dung

0 Gan day
* Microsoft Teams 5 o
2. bé thémva to
chirc cac files ca

nhan cta ban, mé
a OneDrive
3. Sau do, ban co
thé chia sé file trén
mot kénh, trong
phan giao bai tap,
bai dang hoac cudc
tro chuyén

4 Tép tai xuéng

Vi tri trén man hinh

@ Tim kiém file gan day cua ban

4

1. Chon Gan day
dé nhin thay tat
ca cac file ma
ban dang lam
Vi€c, ca ca nhan
1an hgp tac trén
Microsoft Teams
- va tat ca cac
file ma dugc
thém bdi ngudi
khac ma ban cé
quyén truy cap.

II @© Gan day

e 8 8 8 @ @ 8

Vi tri trén man hinh
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Tai liéu Huéng dan su dung Microsoft Teams

7. CUOC HOP TRONG TEAMS
@ Lén lich mot cuoc hop

Lich

(5] Homnay < > Théang 3 2020

16

Vi tri trén man hinh

19

Tha Nam

[E) Tuan Lam viéc ™

1. Chon nut Lich
trén thanh Ung
dung

2. Chon Cudc hop
mgGi

3. bién thong tin chi

B cuochop mai e nonisione

tiét vé cudc hop va
Luu

@ Hop ngay vé6i mét thanh vién nhém

Tim ki€ém hodc gé lénh

Tab c as begun.
Edit | khdo sat

& Tedn Hiu Bdo (VSC-KGD-MB) 43 tham gia ni
.; Nguyén Thu Giang (VSC-KGD-MB) 43 thar
&' Téing Thi Phuong Lién (VSC-KGD-MB) a5 tha

& Nguydn L& Hoi Thanh (VSC-KGD-MB) @ ¢

i cd 8 TL va MTP dudc ciing sinh hoat chuyén mén theo khdi Ip: bén T
ng nhan nhiém "

vu phi

kh&i 345

cdng demo, trinh bay bai day theo phan céng clia nhém

v

Vi tri trén man hinh
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1. Chuyén sang Tab
Bai dang trong kénh

2. Duéi hop Tin nhan
mdi, chon biéu tugng

=* Hop ngay

3. Bat ky ai tham gia
trong kénh déu co
thé tham gia.



Tai liéu Huéng dan su dung Microsoft Teams

@ Goi riéng cho mét nguai

Tré chuyén Ganday Danhba Y ° Q 0 @ ¥+

» Nguyen Huyen Trang

ndi dung cudc hop ngay mai nhél\

= day.
Cudc hop véi Training 0365 16/03
Dd thém ngudi dun 2 - ~ . .
Se e g DAN CAI DAT VA DAN... ***
T Trello 01/03 a

9] gJ\ hinh anh

1. Bé thuc hién mot 2. Chon biéu tugng
cudc goi riéng tu, mé cudc goi video hoac
cudc tro chuyén véi cuéc goi thoai dé
nguai dé. goi ho.

Vi tri trén man hinh
8. UNG DUNG TRONG TEAMS

@ Thém &'ng dung

Ban khong thay nhiing Uing dung ban muon trén Teams? Thém (ng dung la
cach don gian nhit dé ma rong, tang cudng nhitng th ching ta c6 thé lam.

Nhém

1. Chon *** Thém
trong thanh Uing dung,
roi Pi dén kho.

2. Réi click Cac irng
dung khac.
(Tiép tuc & trang sau)

Vi tri trén man hinh
Trang | 16



Tai liéu Huéng dan si dung Microsoft Teams

@ Thém &ng dung

Ung dung

Tatca

khac cua hi cén

hodc dan URL cda video

Ung dung ca nhan

l g * g YouTube
youwb&l O\ n Thu vién hinh anh + video
rén YouTube

3. Tim kiém &rng dung
trong vliing tim kiém.

Bot
Tab
Céc trinh két ndi

Nhan tin

Lua chon hang dau
Phan tich va BI

.Nha phat trién va CNTT
Vi tri trén man
Gido duc

Vi tri trén man hinh

@ Thém Ung dung

YouTube x

Thu vién hinh anh + video. X3 hé

Tim kiém video trén YouTube

thanh vién khéc ctia kénh. Chi can tim kiém video

8 Thém vdo nhém

&) Thém vio cubc trd chuyén

Tab

Sir dung trong tab & dau cudc trd chuyén hodc kénh
Tin nhin

Chén tryc 1i€p ndi dui tng dung vo tin nhir
Ngudi tao ube

Phién ban 0.1

Chon kénh dé€ bit dau sir dung YouTube

L]

Vi tri trén man hinh
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4. Chon Uing dung can
thiét.

(Tiép tuc & trang sau)

5. Chon Thém vao
nhom

6. Chon Kénh trong
Nhém mudn thém

7. Chon Thiét lap
tab dé thém (ng
dung vao nhém.



Tai liéu Huéng dan si dung Microsoft Teams

@ Chuyén mét i‘ng dung thanh thé.

Ban c6 mét (ing dung thir dung thudng xuyén? Ban muén chuyén (ng dung
dé6 thanh thanh cdng cu dé dé dang truy cap?

ﬂ‘ﬂ 1. T bkt et kénh ndo,
chon + Thém thanh.

Bai luyén tap Ngr am tiéng Anh - Long i and Short
i

Chung &

2. Chon mét Uing

dung gido duc yéu
g ——cr thich hodc st dung
ettt » chlic nang tim kiém.

TO

3. Chon Ung dung, cai
dat va luu.

Luu y: mét s6 uing
dung c6 thé yéu cau
dang nhdp.

T $ién 12 trong 3 gid, 121 phéng héi dong, mé 3n mang theo TAJNNRNEEHIERY >

Vi tri trén man hinh

@ Ung dung tha vi
Ban c6 thé chuyén nhing file quan trong va iing dung di-dén-1&p-hoc thanh
cac thanh céng cu dé dé dang truy cap.

ch m ‘ 1. Trong Kénh chung,
un Bai dan Té Class Notebook Baitip Grades n
L g Biiding Tép ClassNo Al (eers chon Thém thanh.

- Mdi T Tailén Sao chép lién két ¥+ Taixudng t Thém dung lugng Iuu trif ddm may

2. Chon kiéu file.

Chung Baiding Tép Class Notebook J|How the compass unl g .0 & -

How the compass unlocked the world | Small Thing Big Idea, a TED series Q 3. Chon file muén chuyén

7ED | a5 6K views | 2 morths age YD thanh thanh. Thay ddi tén
va luu lai.

4.Sau do, file co6 thé
dugc truy cap bdi moi
hoc sinh, bat c lic nao.

Vi tri trén man hinh

Trang | 18



Tai liéu Huéng dan si dung Microsoft Teams

9. GIAO BAI TAP TRONG TEAMS

@ Giao bai tap trong Teams
Giao bai tap trong 18p hoc clia ban mét cach dé dang chi véi vai click chuét.

Nhém s Chung B as

- 1. Chon Nhém tu
Bai luyén tap Ngir 4m tiéng Anh - Long i an

? . - thanh Ung dung, roi
— ‘ ' tim 16p hoc.

2. Dudi tén I6p ho ¢,
chon Kénh chung.

10 | [ @
R 3. Chon Tab Bai tap
T giy mai sé didn ra trong 3 gid, tai phéng héi déng, guon can mang theo MEYHRRIICHIER
[}
Vi tri trén man hinh
@ Tao bai tap
Chung Baiding Tép Class Notebook Baitdp Grades How the compass un t O
Upcoming
Drafts 4. Click nut Create (Tao).
Assigned () 5. Click Assignment
. o (Bai tap mgi)

TOAN 7-BAITAPVENHA SO 2 (J Toin7

0 review
3 An d Short i 1/2 turned in
0 reviewed

Vi tri trén man hinh

Trang | 19



Tai liéu Huéng dan si dung Microsoft Teams

@ Tao bai tap

New assignment Discard
Poi
& ad
n t
3 classes .} All students
e X Time due
11:59 PM
Choose c s (require Clear
m Mén hoc méu v 0
19-20.7A2 - Toan Vv
- D No
DCaTEE Tor The S50t Wl ot Sc o TuTetn

Save

6. Chon mot hoac
nhiéu 16p hoc dé
giao bai tap

7. Tuy chon: C6 thé
lya chon giao bai
cho tung hoc sinh
trong moét 16p.

(Luu y: Tinh ndng
nay chi dp dung khi
giao bai tdp cho tung
[6p, khong sur dung
khi giao bai tdp cho
nhéu [dp)

=

Vi tri trén man hinh

Edit assignment Cancel
Day 13 bi kiém tra cudi c°in déng

7 Add resources

oints

Date due Time due

Wed, Mar 18, 2020 11:59 PM

urn-ins. Edit

g, Turnitin

Delete

Vi tri trén man hinh
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8. Thém cac thong tin chi
tiét cho bai tap.

9. Thém tai nguyén (Vi
du: tai liéu b6 trg, mau,
phiéu bai tap hoac cac tai
liéu hiru ich khac).



Tai liéu Huéng dan su dung Microsoft Teams

® Tim kiém bai tap trong mt 16p hoc

Nhém v [BY chung escing 1 Clss Noteboo saiuip [

Vi tri trén man hinh

@ Tim kiém bai tap cho nhiéu 16p hoc

@ o -

Vi tri trén man hinh
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10. Vao nhém I8p
hoc can chon, roi
chon Kénh chung

11. Chon tab Bai tap

12. Chon Bai tap
trén thanh Ung
dung.

Meo: Tim kiém
moét bai tdp bang
keyword trong
hop tim kiém



Tai liéu Huéng dan su dung Microsoft Teams

10. BAO CAO MOT BAI TAP TRONG TEAMS

@ Sau khi tao mét bai tap trong Nhém, ta cé thé dung né cho cac 16p
khac nhau, tu nam nay qua nam khac. Nhu vay, cho du 30 giay sau hay 3
nam sau thi chic nang nay giup ta tiét kiém dudgc rat nhiéu thai gian.

Chung Baidang Tép Class Notebook Grades How the compass unl.. + O

» 1. Dén Kénh chung cua
Upcoming ’ nhém I6p minh can va

chon thanh Bai tap.

> Drafts
Assigned (2)
, o 2. Chon mii tén dé mé
TOAN 7-BAITAPVENHASG 2 (J Toin7 0/2 turned in . -~ ., .
Due March 13, 2020 11:59 PM 0 reviewed réong mién G nut Tao va
chon Tu muc da ton
Assignment JAnh - Long i and Short i 1/2 turned in tai. (Tlélp tUC d trang Sau)

0 reviewed

Quiz
°
Create

Vi tri trén man hinh

@ Bao cao mot bai tap

Choose a class

Search classes Q 3. Khi clta s6 d6 dudc
md ra, tim kiém I&p hoc
. , , ma bai kiém tra gdc
Il 19-20.7A2 - Toan
dudc tao.
o
) 4. Chon Tiép theo.
m Mén hoc mau (Tiép tuc & trang sau)

Vi tri trén man hinh
Trang | 22



Tai liéu Huéng dan si dung Microsoft Teams
11. TAO RUBRIC PANH GIA TRONG TEAMS

@ Tao mot rubric danh gia trong Teams

g Chung Baiding Tép Class Notebook Baitap Grades How the compassunl.. +

Edit assignment Cancel Delete m

Day 13 bai kiém tra cudi chuong Chuyén déng

Wed, Mar 18, 2020 E 11:59 PM
m-ins. Edit

Settings

g Turnitin 0O No

Vi tri trén man hinh

@ Tao mot bo tiéu chi danh gia trong Teams

Choose a rubric Upload rubric
Search Q
Rubric Title Created on
Tiéu chi dang gia bai ludn Mar 17, 2020
Cancel

Vi tri trén man hinh

1. Trong phan bai tap,
giao dién thiét lap,
chon Thém rubric
(Tiép tuc & trang sau)

2. Chon New rubric dé
tao mdi hoac s dung lai
cac tiéu chi da tao trudc
do roi chon Next

Trang | 23 ©2020 Cong ddng Gido vién sang tao Microsoft Viét Nam



Tai liéu Huéng dan si dung Microsoft Teams

@ Diéu chinh tiéu chi danh gia trong Teams

New rubric

Title

Points

iy

Cancel

:
I
Im

Vi tri trén man hinh

e Piéu chinh tiéu chi danh gia trong Teams

Edit rubric

Vi tri trén man hinh
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Cancel

B Microsoft

3. Chon mot cai tén va
md ta ngan. Kich hoat
phan diém néu can thiét.
4. Chon Thém dong cho
mot tiéu chi méi nhu: Su
tap trung, T6 chirc, Quy
udc...

Meo: SU dung dau mii
tén dé lust dén cot cudi
cung.

(Tiép tuc ¢ trang sau)

6. Chon d&sao chép
mot dong hay

mot cot hoac d@ x0a
dong hay xda c6t ma
khong can st dung
nita.



Tai liéu Huéng dan su dung Microsoft Teams

12. PHAN HOI VE BAI TAP CHO HOC SINH

PHAN HOI BAI TAP TRONG TEAMS
® Phan hai bai tap

1. Tim lai trong Kénh chung
cta Nhém I6p mét bai tap
muén xem lai (hodc tim
ki€m bang tir khoa trong

) thanh diéu khién.)

(Tiép tuc & trang sau)

Vi tri trén man hinh

® Phan hai bai tap

. Advanced English 11 A > General -
2. Chon mét thé dé

md sau do click Xem

Shakespeare Sonnet

Annotation

=

Vi tri trén man hinh
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Tai liéu Huéng dan si dung Microsoft Teams

© rhan hoi bai tap

i Advanced English 11 A > General -~

Shakespeare Sonnet

Annotation

Name » e Student work Feedback / 100

Vi tri trén man hinh

® Phan hoi bai tap

Retumed August |

2018 a1 740 PM

) ©

Vi tri trén man hinh

Trang | 26

3. § day, ta co thé thay
danh sach hoc sinh.
Chon b6 dém phia trén
cung dé loc nhing hoc
sinh da nop bai.

4.Chon ', biéu
tugng Phan hoi dé bat
dau phan héi va cho
diém vao cbt diém.
(Tiép tuc & trang sau)

5. Hodc, néu mudn chdm
diém trong lGc xem bai
cla hoc sinh, hady chon
mot trang thai cia hoc
sinh can chdm dé mé &
ché dé toan man hinh.
Thém nhan xét chung
vao 6 tréng bén canh bai
tap cla hoc sinh va thém
di€ém néu da san sang.
(Tiép tuc & trang sau)



Tai liéu Huéng dan su dung Microsoft Teams

@ Phan héi bai tap

s 0

i Advanced English 11 A > General - 6. Chon Chinh stra van ban
dé viét truc ti€p 1én van ban.
dé viét truc ti€p 1én van ban.
' * Hoc sinh c6 thé nhin thdy

4 o P nhiing nhdn xét nay trudc khi
: — ) 0 gido vién trd lai bai tdp. 7.

e Chon mii tén dé chuyén dén

d o Auagact 14,2018 328 94 hoc sinh tiép theo. Bai tap

T Shabespears docx

clia hoc sinh van chua dugc
Faadbinct gui tra lai.
(Tiép tuc & trang sau)
Vi tri trén man hinh
© Phan hai bai tap
ﬁ! 0
B Advanced English 11 A > General -~ 8. Khi ho%m thénh, Chon dén’g
bai lai bang cach chon biéu
B tugng x dé€ quay lai danh
Shakespeare Sonnet Simis ’ sach hoc sinh. Dung cac 6 lya
Annotation ' o chon dé& chon hoc sinh ban

muén tra bai, sau dé chon
Quay tré lai dé gui binh luan
va diém cho hoc sinh.

Neev & stucent wark Fendtack £ W0
Not turned i

A Not turned

e O0e

Vi tri trén man hinh
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Tai liéu Huéng dan su dung Microsoft Teams

@ Phan hoi bai tap

B Advanced English 11 A > General -

Shakespeare Sonnet

Annotation ( ‘ qH , © m) e

Name » Student work Feedback /100

Vi tri trén man hinh

13. SU DUNG FORMS DE GIAO BAI TAP
@ SU dung Forms dé giao bai tap

9. Néu mudén hoc sinh
kiém tra bai, gido vién can
cho phép ndp bai mudn.
Bang cach nay, chu ky bao
cao sé tiép tuc.

S dung Forms dé giao bai tap cho hoc sinh rat don gian va mang lai nhitng di
liéu, phan hai rat tuyét vai. Hay cung tim hiéu vé cdng cu thiét yéu nay!

Vi tri trén man hinh

Trang | 28

1. Trong Kénh chung
trong I6p hoc mudn
giao bai tdp Forms,
chon Tao > Cau hoi
mgi

2. Tim, chon Forms da
dugc tao san va click
Tiép theo



Tai liéu Hudng dan st dung Microsoft Teams

@ Tao bai tap véi Forms

3. Hoac, chon Forms

R — méi & gbéc trén cla

Yo astegvnen.

The Solar Spstem

Parodc Table - Notie Gaes

Adgetra Fractions

Pararener avd i

Vi tri trén man hinh

@ Tao bai tap véi Forms

@ Microsoft Forms x 4+ =
&« C (Y @ formsoffice.com/Pages/DesignPage.aspxlorigin=shell# * @ 9
it Forms
My formsjf Shared with me Group forms 0 Search form titie or owner name
°
New Form
5m thé nao dé m NOI DUNG ON TAP TOAN LGP 1
NGAY 10.2 (Trang) (Trang)
=
=+
New Quiz
\ J 6 Responses 0 Responses 1Responses

Vi tri trén man hinh
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menu roi chon Cau hdi
mdi hoac Biéu mau mdi.

5. Ban sé dugc dua dén
Ung dung Forms trong
mét trinh duyét mang.
Tai d6, can sé thuc hién
cac budc nhu tao mot
Forms binh thudng.

6. Tao Cubc khao sat,
Tham do y kién, Bai kiém
tra véi Forms, tat ca sé
dugc luu lai ty déng.



Tai liéu Huéng dan su dung Microsoft Teams

@ Tao bai tap véi Forms

[ 7. Quay trd lai Teams, chon
you asigrmers. Tao > Cau hoéi méi mot lan
n(ra, ban sé thdy Forms mdi
xudt hién trong menu.

8. Chon Forms do, click
Next, n6 sé trd thanh mot
bai tap. bién cac thong tin,
agsive Frodiors giao bai cho hoc sinh va chg

cac cau tra loi dugc gui ve.

The Solar Spiem

Perodc Table - Noble Gares

Paramener and rva

Vi tri trén man hinh
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