H??ng d?n s? d?ng
Microsoft Teams

Microsoft Teams la nén tang cdng tac truc tuyén cho phép tro chuyén nhém (group chat), hop
truc tuyén, cudc goi video va chia sé tép... Ngudi dung c6 thé lam viéc truc ti€p trén tai liéu
Microsoft Office, tich hgp vGi Microsoft Graph va nhiéu (rng dung khac. Teams ho trg téi uu hda cho

tung muc dich lam viéc, gilup nang cao hiéu qua va bao mat trong moéi trudng doanh nghiép.

e CAl DAT MICROSOFT TEAMS

e KHOI TAO NHOM (Teams)

e THEM THANH VIEN VAO NHOM




CAIl ??T MICROSOFT TEAMS

B??c 1: Truy c?p vao link ??t? Microsoft Teams:. https.//www.microsoft.com/en-us/microsoft-

teams/downl oad-app

< - C 23 microsoft.com/en-us/microsoft-teams/download-app#plans-and-pricing

=. Microsoft | Teams Products ~ Plans and pricing ~ Features - Solutions ~  Resources v  Support

Download Microsoft Teams for
Windows

Communicate and collaborate with anyone, anytime, with Teams.

Download Microsoft Teams for Windows

Budc 2: Chon Download Microsoft Teams for Windows --> chon MSTeamsSetup dé bat dau

cai dat.
=. Download Teams Desktop and = X + — o b4
s-and-pricing w E2 o
a
“eatures v  Solutions ~  Resources ~  Support [@] MSTeamsSetup.exe O &
1,328 KB - Done
) /l

Taarme fAr -

Tién trinh cai dat bat dau.
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Downloading Microsoft Teams. ..
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KH?I T?0 NHOM (Teams)

Budc 1: chon Teams --> Create a new team khéi tao nhdm mdéi.

@B < Q_ Press Ctrl+G to go right to a chat or channel =+ &%  Truong Dai Hoc Qu.. up - ]
Q Join a team aF
Activity . .
You don't have any teams discoverable
Teams for you . . . .
= Y Try searching, join with a code, or create one.
s Not sure why you should create a team? Watch this

o200

(w)] .-—_.l

Teams

B8
Assignments # 865

Calendar
Join a team with a code
% - o o o
Calls Enter join code. o S =]

Apps

Budc 2: Chon Basic team

< Create team Create a team from a template
Skip the setup and use a template to get your team engaged quickly.

From template

From another team

From group
1iga
i
What's a team?
Basic team

Clubs, study groups, after school
activities

Budc 3: chon Use this Template
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Basic team X

Collaborate closely with a group of people inside your organization based on project,
initiative, or common interest.

& 1 channel

General

Use this template

Budc 4: Chon Private cho nhém riéng can phan quyén méi c6 thé truy cap.

Chon Public cho phép tat cd moi thanh vién trong té chic cé quyén truy cap.
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What kind of team will this be? X

Privacy
N Private
1 People need permission to join

Chon Private hoac Public tuy theo nhu
cau sir dung.
Ahn Public

N Anyone in your org can join

Budc 5: Dién tén nhém --> chon Creat
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Some quick details about your public team X
Team name * f

Trién khai hé théng phong chéng thu rac ®
Description

Raoh she tat ¢4 thanh vién tham gia dong aop)

Customize channels >

Budc 6: nhap email address bén ngoai t6 chic néu muén moi tham gia --> Add
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Add members to Trién khai hé théng phong chéng thu rac

Start typing a name, distribution list, or security group to add to your team. You can also
add people outside your organization as guests by typing their email addresses. People

outside your org will get an email letting them know they've been added. Learn about
adding_guests

Type a nameé or email

Demo1
D Member
demo.123@stumt.edu.vn X

Skip

Két qua:

AL?W < All teams General Posts Shared
CErvr

g

Teams

Trién khai hé théng phong chéng... - ‘
@ * Main Channels .
S General ﬁ,
o

2t
S

..
Calls

Let's get the conversation started

Try @mentioning a student or teacher to begin sharing ideas.
Copilot
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THEM THANH VIEN VAO
NHOM

ai < Q. Search (Ctrl+E)

Q < All teams TH
wctivity

g TH

General Posts Shared

[1 1]
L[ ] ‘
Bams  Tap huan MS Teams '
®
@ ¥ Main Channels éﬁi Manage team
gnments General
[ ] Vs
we Add member »

—/ _—
- o Add channel

’
% & Copy link by
cats [& Leave team
S ¢ Manage tags . .
neDrive Let's get the conversatiol
@ @ Delete team Try @mentioning a student or teacher to

opilot

Budc 2: Chon thanh vién tham gia vao nhdm --> nhap email @st.umt.edu.vn --> chon tai khoan

can thém vao nhém --> Add
Phén quyén: chon Member néu la thanh vién khong cé quyén cai dat

chon Owner néu muén thanh vién cé quyén cai dat (toan quyén)
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Add members to Tap huan MS Teams

Start typing a name, distribution list, or security group to add to your team. You can also
add people outside your organization as guests by typing their email addresses. People
outside your org will get an email letting them know they've been added. Learn about

adding_guests

Type a nam

D Demo1
demo.123@st.umt.edu.vn

Member

Owner

v Member

Budc 3: chon Manage Team --> chon Members dé xem két qua thanh vién vira thém.

< All teams

TH

Tap huan MS Teams

TH Tap huan MS Teams Channels Pending requests  Settings Analytics Apps Tags

‘ + Add member

v Owners (1)

l' Main Channels

General

Name Title Location

UD° UMT ITD ST DE...

v Members and guests (1)

Name Title Location

D  Demo1
o

Search members

Tags @ Role
Owner v

Tags 0] Role‘
Member
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