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OFFICE 365 DANH CHO GIAO DUC
OFFICE 365 Al

- Office 365 danh cho gido duc |a mét gidi phap dwoc phat trién trén nén tang
cong nghé dién todn ddm may, duoc tich hop day dd cac ing dung va dich vu
gilip t6 chirc gido duc & moi kich ¢& cé thé van hanh, trao déi thong tin, luwu tri
théng tin, day va hoc tryc tuyén mot cach tdi wu. Office 365 danh cho gido duc
hién dang dwoc st dung cho hang triéu t6 chirc gido duc trén toan cau.

- Office 365 danh cho gido duc cé thé chay trén da nén tang tir dién thoai
théng minh, may tinh bang, PC, laptop ... gilp giang vién va sinh vién c6 thé tiép
can nén tang gido duc hién dai modt cach dé dang nhat cé thé.

- Dac biét, Microsoft Teams la cong cu trong bo Office 365 cho phép tao
khéng gian sé cho hau hét cac hoat ddng clia mot nha trwdng. V&i cac tinh ndng
nhu t6 chirc day hoc truc tuyén, giao bai tap, kiém tra danh gia, dé dang chia sé,
giao tiép, cong tac... Hién Teams dang la ing dung day va hoc truc tuyén hang
dau tai Viét Nam v&i hon 2 triéu luot truy cdp hang ngay va hon 7 triéu tai khoan
d3 cap phat cho cac gido vién va hoc sinh.

- Microsoft Teams cé thé sir dung tryc tiép trén web, mdy tinh, thiét bi di
doéng. Tuy nhién nén sir dung phién ban trén may tinh dé day dd tinh nang va
thuan tién nhat.
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DANG KY TAI KHOAN OFFICE 365 A1l

- Truy cap dia chi:

https://www.microsoft.com/en-us/education/products/office

- Nhap dija chi email Trwong (@hcmuaf.edu.vn), sau d6 click GET STARTED

Get started with Office
365 for free

Students and educators at eligible institutions can sign up
for Office 365 Education for free, including Word, Excel,
PowerPoint, OneNote, and now Microsoft Teams, plus
additional classroom tools. Use your valid school email
address to get started today.

Enter your school email address

———(@hcmuaf.eduwvn GET STARTED

NOT ELIGIBLE? SEE MORE OPTIONS >

LEARN HOW TO BUY FOR SCHOOLS >

- Chon I’'m a teacher

Are you a student or a teacher?

Office 365 Education includes Microsoft Teams and other tools you
need for your online classroom. Teams allows students and
teachers to chat, work on assignments, and co-create documents.
If you're an IT admin, sign up your school.

I'm a student @ I'm a teacher @
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https://www.microsoft.com/en-us/education/products/office

- Nhap théng tin Ho tén, mat khau, m3 s6 dwoc géi dén email, sau d6 click
Start

Create your account

We sent a verification code tom==m===@hcmuafedu.vn. Enter the code 1o complete
signup

‘ resend signup code

Vietnam V‘

Not seeing your country or region?

(01 would like information, tips and offers about Solutions for Businesses and Qrganizations and
other Microsoft products and services. Privacy Statement.

(01 would like Microsoft to share my information with select partners so | can receive relevant
information about their products and services. Privacy Statement.

By choosing Start, you agree to our terms and conditions and Micresoft Privacy Policy and
acknowledge that your email address is associated with an organization (and is not a personal use or
consumer email address). You also understand an administrator of your organization may assume
control over your account and data and that your name, email address, and trial organization name
will be visible to other people in your organization. Learn more.

Start ®
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SU DUNG TREN TRINH DUYET WEB

- Truy cép dia chi: https://teams.microsoft.com

- Nhap dia chi email d3 dang ky (@hcmuaf.edu.vn), sau dé click Next

B8 Microsoft
Sign in

=—=@hcmuaf.edu.vn

Mo account? Create one!

Can't access your account?

@1:. Sign-in options
- Néu xuat hién thdng bao bén dudi, click Work or school account

E® Microsoft

It looks like this email is used with more than one
account from Microsoft. Which one do you want to

Work or school account
Created by your [T department
=== @hcmuaf.eduvn

Personal account
Created by you
=@ hcmuaf.eduwn

Tired of seeing this? Rename your personal Microsoft
account.
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https://teams.microsoft.com/

- Néu xuat hién thdng bdo bén dudi, click Set it up now dé cip nhat s6 dién thoai

vao tai khoan. Sau d6 click finish. Dung dé 13y lai mat khau trong trwdng hop
quén.

don't lose access to your account!

To make sure you can reset your password, we need to collect some info so we can verify who you are. We won't use this to spam you - just to keep your account more
secure. You'll need to set up at least 1 of the options below.

o Authentication Phone is not configured
finish
- Click Use the web app instead

Microsoft Teams

—t

Download the Teams desktop app
and stay better connected.

Get the Windows app

I Use the web app instead I

Legal Privacy and Cookies © 2021 Microsoft
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SU DUNG TREN MAY TiNH

- Truy cap dia chi dé tai phan mém Microsoft Teams:
https://www.microsoft.com/en-ww/microsoft-teams/download-
app#desktopAppDownloadregion

- Cai dat phan mém sau d6é dang nhap dé st dung

- N&u xuat hién théng bdo bén dudi, click Work or school account

m® Microsoft

We need a little more help

It looks like this email is used with more than one
account from Microsoft. Which one do you want to
use?

Work or school account
ﬁ Created by your IT department

Personal account
R Created by you

Tired of seeing this? Rename your personal Microsoft
account.

- Néu xuat hién thdng bdo bén dudi, click Set it up now dé cip nhat s6 dién thoai
vao tai khoan. Sau doé click finish. Dung dé 13y lai mat khau trong trudng hop
quén.

don't lose access to your account!

To make sure you can reset your password, we need to collect some info so we can verify who you are. We won't use this to spam you - just to keep your account more
secure. You'll need to set up at least 1 of the options below.

o Authentication Phone is not configured
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https://www.microsoft.com/en-ww/microsoft-teams/download-app#desktopAppDownloadregion
https://www.microsoft.com/en-ww/microsoft-teams/download-app#desktopAppDownloadregion

TAO NHANH BUOI HOC TRU'C TUYEN

Tinh ndng nay gilp giang vién tao nhanh budi hoc truc tuyén, tuong ty nhu st
dung Google Meet

- Chon muc Calendar, sau do click Meet now

Calendar

) Today < > September 2021

06 07

Monday Tuesday

- Nhap tén budi hoc, sau d0 click Start meeting

o e D

Meeting name Nork week

Tin Hoc Bai Cuong

Get a link to share

Start meeting

- Lwru y: sau khi dang ky tai khoan mac dinh sé khéng c6 muc Calendar. Phong
Thdng tin Truyén thdng s& thudng xuyén kiém tra nhirng tai khoan dang ky mai
trén hé théng quan ly d& m& muc nay cho quy Thay/Cé
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- Chon Computer audio, sau dé click Join now

Choose your audio and video settings for

Tin Hoc Pai Cuong

'__,‘]‘] Computer audio

Logitech Wireless Headset

A

No camera is connected L) O o)

Room audio

Don't use audio

Cancel

M¢'i sinh vién vao budi hoc

Chon biéu tuwong Show participants, sau do click Share invite

Participants

Invite someone or dial a number Q,
(® Share invite

In this meeting (1)

o_
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- Click Copy meeting link, sau d6 g&i link cho sinh vién dé tham dv (link nay c6
thoi han trong 60 ngay)

Invite people to join you

==  Copy meeting link

Tuy chinh cudc hop

- Chon biéu tuong (...) More actions, sau dé click Meeting options

Device settings
Av Call health

Meeting options

Meeting notes

(i) Meeting info

A Gallery

E2 Full screen

: Turn on live ::Eptit:lrls

Start recording

Don't show chat bubbles
Dial pad

Turn off incoming video
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Who can bypass the lobby: ai c6 thé ty ddng tham gia cudc hop khong can ngudi
tao cudc hop cho phép

- Everyone: tat cd moi ngudi bao gdbm nhitng ngudi khdng coé tai khodn
Microsoft

- People in my organization, trusted organizations, and guests: tat ca giang
vién dang ky tai khoan véi email Trudng (@hcmuaf.edu.vn), tat ca sinh vién dang
ky v&i email Trwong (@st.hcmuaf.edu.vn) va Guest

- People in my organization and guests: tat ca giang vién dang ky tai khoan
véi email Trudng (@hcmuaf.edu.vn) va Guest (sinh vién dang ky véi email
Truong da dugc thém vao vdi vai tro Guest)

- People in my organization: tat c3 giang vién dang ky tai khodn vdi email
Truong (@hcmuaf.edu.vn)

- Only me: chi nguoi tao cudc hop
Who can present: ai cé thé chia s man hinh

- Everyone: tat cd moi ngudi bao gdbm nhitng ngudi khdng coé tai khodn
Microsoft

- People in my organization and guests: tat ca giang vién dang ky tai khoan
v&i email Trwong (@hcmuaf.edu.vn) va Guest (sinh vién dang ky vdéi email
Truong da dugc thém vao vaéi vai tro Guest)

- Specific people: chi dinh ngudi cu thé

- Only me: chi nguai tao cudc hop

Meeting options

Who can bypass the lobby?

People in my organization, trus...

Always let callers bypass the
lobby

Announce when callers join or
leave

Who can present?

Everyone
Allow mic for attendees?
Allow cai attendees?

Allow meeting chat

Enabled

Allow reactions
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Chia sé ndi dung

Chon biéu tuwong Share content

- Include computer sound: kem theo am thanh
- Screen: chia sé toan man hinh may tinh
- Window: chia sé mot clra s6 cu thé

- Browse my computer: chia sé tap tin thuyét trinh PowerPoint

&

Share content Include computer sound

Screen Window (10)

Microsoft Whiteboard

Collaborate on a whiteboard

PowerPoint Live

See your notes, slides, and audience while you present

No files available

Browse OneDrive

T Browse my computer

in Freehand by InVision
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Tat nhanh micro ctia tat ca sinh vién

Chon biéu tuwong Show participants, sau dé click Mute all
)
Participants

Invite someone or dial a number

(= Share invite

In this meeting (2) Mute all

@ - Organizer \!J
@ =s(Guest)

Két thic budi hoc
Chon biéu tuwgng mii tén bén phai nat Leave, sé cd 2 tuy chon:
- Leave: giang vién roi khoi budi hoc, tat ca sinh vién van con trong budi hoc
- End meeting: gidng vién va tat ca sinh vién déu roi khoi budi hoc
% leave v

Leave

End meeting
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TAO LOP HOC

Tinh ndng nay gilp giang vién tao I&p hoc, twong ty nhu sir dung Google Classroom

- Chon muc Teams, sau do click Create team

Join or create a team

[ L1]

Teams

- Chon type Class

Select a team type

m
PN
0
)

Class

Discussions, group projects,
assignments

>

Create a team

&8 Create team

Y

1

Professional Learning
Community (PLC)

Educator working group

Q, Search

Join a team with a code

Enter code

Got a code to join a team? Enter it above

\!)

Staff

School administration and

development

\Le g

LI
ooy

Other

Clubs, study groups, after school
activities
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- Nhap tén |&p, sau do click Next

Create your team

Teachers are awners 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.

MName

Tin Hoc bai Cudng

Description (opticonal)

Let people know what this team is all about

Create a team using an existing team as a template

- Nhap email sinh vién dé thém sinh vién vao 1ép, sau do6 click Add

Add people to "Tin Hoc Pai Cugng"”

Students  Teachers

===rst.hemuaf.edu.vn

n at your school.
————u (Guest)

= e @st.hcmuaf.edu.vn

- Lwru y: do tai khodn cla gidng vién va sinh vién thudc 2 hé théng khac nhau nén
chi cé thé thém sinh vién vao 1&p véi ché do Guest va gidng vién khéng thé moi
sinh vién vao |&p thong qua Team Link hoac Team Code

- Sau khi thém tat ca sinh vién vao 1&p, click Close
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m
A

¢ All teams TH General Posts Files

"%

Tin Hoc Pai Cuong

Class Notebook
Assignments
Grades

Insights

Channels

General

Lo'p hoc tao xong sé c6 cac muc sau:

+ Class Notebook: s6 tay |&p hoc, lwu trit van ban, hinh anh, ghi chu, tap tin,
video va nhiéu ndi dung khac

+ Assignments: tao bai tap, kiém tra cho sinh vién
+ Grades: chdm diém céc bai tap d3 giao cho sinh vién

+ Insights: truy cap dit liéu phan tich vé mdc d6 tham gia va hiéu suat cla
sinh vién nhu diém s8, cdc hoat ddng trén bai tap duoc giao, giao tiép

+ Channels: gidng vién c6 thé tao nhiéu channel theo céc cach nhu: theo
chwong bai, nhdm nho, tiét hoc, hodc bat c&r cach nao phu hop vdi gidng vién.
M6i |&p c6 1 channel mic dinh tén General. Moi channel s& cé nhitng tab sau:

* Post: noi hién thj cdc cudc hoi thoai gilra gidng vién va sinh vién trong 16p,
trong d6 s& dién ra cidc hoat déng nhu chat, video call, t6 chirc cac cudc hop,
chia sé tap tin....

* File: lwu tri tat ca cac tai liéu dwoc chia sé trong 16p
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Tao cudc hdi thoai méi dé trao ddi vdi sinh vién

- Chon channel trong rng, tai tab Post click New conversation

u General posts Files + @ Team 1 Guest

Welcome to Tin Hoc Pai Cuong

Choose where you want to start

o\blf %

Upload Class Materials Set up Class Notebook

Tao budi hoc truc tuyén trong channel

- Chon channel trong rng, sau do click Meet

TH General Posts Files + & Team v

Welcome to Tin Hoc Pai Cuong

Choose where you want to start

!

Upload Class Materials Set up Class Notebook

- Hodc c6 thé chon biéu twong Meet trong phan hdi thoai

”:‘)?)‘@UELU“J{?"‘ E:-"

Sau khi gidng vién tao vao bat dau budi hoc tryc tuyén, tat ca sinh vién trong |6p
s8 thay thong tin budi hoc va cé thé tham gia ngay, giang vién khdng can géi link
cho sinh vién trong |&p
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Quan ly danh sach sinh vién trong I1&p

- Chon biéu tuong ... bén canh tén cia Teams

- Chon Manage team

L ¢ All teams TH General Posts Files +

%

S,
Tin Hoc Pai Cuong

S

Assignments

Class Notebook Manage team

Assignments Add channel

Calendar

Grades Add member
QD Insights ‘& Leave the team

Edit team

Channels )
Get link to team

General
Manage tags

Delete the team

S& hién thi danh sach sinh vién trong |&p. Tai day giang vién c6 thém hodc xda
sinh vién trong |&p

Members  Pending Requests  Channels  Settings  Analytics  Apps  Tags

Search for members a & Add member

* Owners(1)

Name itle ocation ags Role

LT = Owner
(]

» Members and guests (0)
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Thém channel mé@i vao Teams

- Chon biéu tuong ... bén canh tén cia Teams

- Chon Add channel

Q < All teams TH General Posts Files +

%

=
Tin Hoc Pai Cuong
=

Assignments Manage team

Class Notebook

i Assignments Add channel

Calendar

Grades Add member
Insights ‘@ Leave the team
Edit team

Channels )
Get link to team

General
Manage tags

Delete the team
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