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1. Truy cip hé thong

Céch 1: Truy céap thong qua hoctructuyen.utc.edu.vn

Céach 2: Truy cap truc tiép teams.microsoft.com

Céch 3: Tai phan mém tai https.//teams.microsoft.com/downloads cho may tinh hodc app trén dién
thoai/may tinh bang, cai dat va truy cap trén ung dung.

St dung tai khodn Office 365 do Nha trwong cung cdp (cdu triic: tén tai khodn van phong dién tir +
@st.utc.edu.vn, vd: huonghl@st.utc.edu.vn)

2.Tao cac 16p hoc

Budce 1. Vao cac 16p hoc di tao san. Truong hop can tao méi vao Nhém (Teams)/Tham gia hoic
tao nhom (Joint or creat team).

Budc 2. Thém/bdt thanh vién: Vao NhOIIl/LO’p hoc /.../Xem nhém/Thanh vién

Pé thém nhin Thém thanh vién, bt thanh vién nhan ddu “x” canh tén thanh vién.

Budc 3. Thém chuong muc chuong trinh: Vao Nhém/L6p hoc /.../Thém kénh

Budc 4. Thém tai li¢u Vao Nhém/Ldp hoc chon kénh ndi dung vao Tép dua tai li¢u 1én.

GV ¢6 thé chii ddng thém b6t SV vao 16p theo danh sach sinh vién I6p hoc phan do Phong DTPH cdp.

3.Quan ly 16p hoc
3.1. Tao buéi gidng trwe tuyén véi sinh vién: Vao Nhém/LSp hoc chon kénh ndi dung, chon

biéu tuong < Hop ngay dé bit dau budi hoc truc tuyén.

Co thé dat lich trude cho buéi hoc bang tinh nang Thém lich

3.2. Phéin quyén trong buéi hoc:

Céch 1: Vao Lich/Cudc hop méi tao cudc hop, vao cudc hop trén lich chon Tuy chon cude hop dé
chon ddi tugng co thé tham gia va d6i tugng c6 thé trinh bay trong cudc hop.

Cach 2: Bit dau cudc hop, vao danh sach thanh vién, vao ... canh cac thanh vién thiét 1ap 1a “du bi”
s& ko c6 quyén chia s¢é man hinh hay tat mic hodc thiét lap 1a “dién gia” dé c6 du quyén.

3.3. Giao bai tap, ciu héi trac nghiém: vao Bai tap ciia Teams (dang bai tap hodc ciu hoi) hodc ding
ung dung tich hop nhu Microsoft Forms, TD Assignments.

Ghi chii: nén yéu cau SV tdt mic khi nghe giang dé tranh on.

3.4. Gidng truc tuyén

GV c¢6 thé thuc hién giang day va tuong tac voi 16p bang thanh cong cu phia dudi man hinh.
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(1). Hién thi thoi gian ; (2). Tat/bdt Video ciia minh ; (3). Tat/bdt Mic cla mz:nh
(4). Chia sé man hinh ; (5). Cai dat yd cong cu khac ; (6). Mo cva so trao doi
(7). Quan ly nguwoi tham gia ; (8). Ket thic cudc goi

Bam vao (4) dé chia s¢ man hinh theo tiy tron gdbm man hinh chinh, word, excel, pdf, video, bang
viet.... d€ SV c6 thé xem, la hoc theo yéu cau cia GV. Két thuc chia sé bam "Stop Share".
Chon tinh nang Bang dé viet/vé nhu bang trén 16p.



Chia sé man hinh

Man hinb PowerPoint Bang tring

Khong cd tép kha dung
® e |
e ; s - vi G0 cong thirc phure tap thi nén chia sé

Man hinh #1 Microsoft Teams Huong dan M5 Team UT... ﬁle WOI'd va go truc tleI) Microsoft Whiteboard

Chon
Powerpoint p3 r3 Str dung chirc nang Bang "Whiteboard" n
mudn chia sé dé viét/vé nhu bang trén 16p

Presentation - PowerPoint  Huong dan XD B cudng Freehand cia InVision

Luu y:

Muén chia sé powerpoint thi bt slide 1én trieéc roi méi quay lai Team dé share.

Chon chia sé man hinh dé hién thi chinh xdc néi dung nhu trén man hinh cua GV.

Néu chura hién ndi dung muén chia sé thi mé lai file va thuyc hién chia sé lqi.

Khi gidng day triec tuyén, dé thu hit sw chii y va tdp trung cia SV, GV can ting tiong tic bang cdch
sau khodng 20 phiit sé cho thdo ludn, trao doi hodc cho ca I16p binh ludn vé y kién ciia 1 thanh vién
trong lop, hodc tra loi cac cau hoi ma....

Trong phan tmg dung ciia Teams co thé két ndi nhiéu tng dung khac nhu Zoom (video call), One
Note, TD Assignments...

Tham khdao thém:

- Nhém Huéng dan siv dung Microsoft Teams cho Gidng vién: md nhom oauijjj

- Nhém Huéng dan sir dung Microsoft Teams cho Sinh vién: ma nhém fpgmmi2
- Tao 16p hoc (Team) va kénh (Channel) trong Microsoft Teams:
https://youtu.be/f7xMIO-SM40
- Tao mét buéi hoc trén Microsoft Teams:
https://www.youtube.com/watch?v=IkH9WUxcK 8&t=1s
https://youtu.be/aJaMkvKBANg
- Chia sé lién két dé tham gia mét buéi hoc trén Microsoft Teams:
https://www.youtube.com/watch?v=23y-JXY2I8U&t=2s

Ho tro ky thudt :
Trung tim Dao tao tryc tuyén UTC: DT: 024.32444439; elearning@utc.edu.vn

Trung tam Ung dung CNTT: DT: 024.37665609; support@st.utc.edu.vn

Trén trong cam on quy thdy cé./.



