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TAI LIEU HUONG DAN SU DUNG MICROSOFT TEAMS
DANH CHO HQC VIEN, SINH VIEN

1. Giéi thi¢u chung vé Microsoft Teams: Microsoft Teams 1a mot ing dung hd tro hoan hao
cho cac cudc tro chuyén, 16p hoc online, cac cudc hop video, Iuu trir tép va tich hop iing dung.
Teams bao gdm video call, chia sé file, va tich hgp dugc cac add on dé phu hop véi tat ca loai
hinh cdng tac trong cong viéc.

2. Link Download va Pang nhip tai khoan:

2.1. Link Download: https://teams.microsoft.com/downloads

Luew y: Tai phan mém can tiwong thich véi hé diéu hanh ciia may tinh (Windows — 32bit, Windows
— 64bit, Mac, 10S, Androi...)

2.2. Dang nhdp tai khodn trén Microsoft Teams:
Tat ca ngudi dung trong hé thong s& dugc Trung tim HTTT Kinh té & Quén 1y cép tai khoan:

- Péi voi Hoc vién/Sinh vién: Tén dang nhap 1a Ma sinh vién + @ueb.edu.vn
VD: Tén diang nhdp doi véi sinh vién cé Ma sv 06050001 sé la: 06050001@ueb.edu.vn
Mt khdu khéi tao ban dau sé la: Abc@1234 (heu y chiv A viét hoa)

Trong lan ddng nhap dau tién, cic ban s& phai tién hanh d6i lai mat khau email.

Luwu y: Mt khdu mdi sé la 8 ky tw bao gom cd chir, so va ky tw dic biét.

& Ding nhap vao Microsoft Teams

B® Microsoft

twt_haiphong_2@ueb.edu.vn

Update your password

You need to update your password because this is the first
time you are signing in, or because your password has

expired.

Current password

3. Sir dung phan mém Microsoft Teams:

Buée 1: Vao L6p hoc twong tmg v6i Thoi khoa biéu cua minh
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Budc 2: Doc tai liéu Giang vién dua lén

Buwée 3: Tham dy vao Bai giang tryc tuyén thong qua tinh ning Hop ngay/Meeting Now cua
Microsoft Teams theo dung thoi gian trén Thoi khoa biéu.

Buoc 4: Lam cac bai tap Giadng vién da giao trén tinh nang Bai tap/Assignment

MOT SO LINK THAM KHAO THEM VE MS TEAMS

Kich hoat tai khoan Office 365 trong lan dau tién:
https://www.voutube.com/watch?v=JIz20AYqmrc&t=935s

Download va cai dat Microsoft Teams:
https://'www.youtube.com/watch?v=keSBVLIEOX4&it=17s

Tao 16p hoc (Team) va kénh (Channel) trong Microsoft Teams:
https://www.youtube.com/watch?v=5RMGhEqAAt4

Tao mét cudc hop/budi hoc trén Microsoft Teams:
https://www.youtube.com/watch?v=IkHIWUxcK 8&t=1s

Chia sé lién két dé tham gia mot cudc th/buéi hoc trén Microsoft Teams:
https.:.//'www.youtube.com/watch?v=23y-JXY2I8U&t=2s

Slide bai giang huéng dan st dung h¢ thong Team:_https://mseduvn-
my.sharepoint.com/:p:/g/personal/minh_nh_msedu_edu vn/EZY_eaoZ-
11IrD_A1lieCzgcBjdZckZFc2Q1U7jUwlUB0zA?e=RSmggX

Hudng dan cai dat va dang nhap Teams trén may tinh va dién thoai:
https://www.google.com/url?g=https://mseduvn-

my.sharepoint.com/:b:/g/personal/minh_nh msedu edu vn/EY2Bz4aj4z51h3h78xxEKoIBEdIL
Nhnp8rDINiQ41PcoCg?e%3DIj6lya&source=gmail&ust=1584007536067000&usg=AFQ]CNF-
BSUnvFgHQw1dwq9F1lk7h3gBa8w

Hudng dan tham gia mot cudc hop: https://mseduvn-
my.sharepoint.com/:w:/g/personal/minh_nh_msedu_edu_vn/EWpeQdKhTm1MgixTzNfwQI4BZ
ePGSj369ymSU2WICAxANg?e=0Qzu7i

Huwoéng din kich hoat Kich hoat tai khoan Office365 lan dau:
https://www.youtube.com/watch?v=J1zZ2QAY gmrc&t=95s

11. Huéng dan bang file video: https:/teamsdemo.office.com/

Céc thong tin hd trg, thay ¢6 vui long lién hé:
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Trung tim H¢ thong Théng tin Kinh té va Quan ly (CEMIS)
Truong Pai hoc Kinh té - Pai hoc Qubc Gia Ha Noi.

Dia chi: Phong 403 nha E4, 144 Xuan Thuy - Cau Gidy - Ha Noi
Email: it_ueb@vnu.vn

Dién thoai: 04.37547506 May 1¢ 405

Website: http://cemis.ueb.edu.vn

Truong Tuin Anh: 024.37547506 may 1¢ 405
Lam Tang Doan: 024.37547506 may 1¢ 425

Trung tam HTTT Kinh té & Quan Iy



