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l. CAIDPAT TIEN iCH IMPORT DANH SACH VAO NHOM

Hién tai trong Microsoft Team dé thém thanh vién vao nhoém, vao kénh ta chi
thém ting thanh vién, dé c6 thé thém nhiéu thanh vién cing mét Ilc ta phai cai dat
tién ich cho trinh duyét web. Tién ich nay hién chi ton tai trén kho tryc tuyén caa
Firefox, con trinh duyét Chrome ta phai download vé cai dit. (Luu y: Pé thuec hién
thém thanh vién dong loat chi sir dung diroc trén trinh duyét web)

1.1. Trén trinh duyét Chrome
Budc 1: Tai tién ich tu link https://by.com.vn/silYLQ

Budc 2: Giai nén tién ich
Budc 3: Cai dat tién ich 1én trinh duyét web

- Vao menu cua trinh duyét Chrome hoac Chome, chon Céng cu khac >Tién
ich mo rong

Q % » A

Tak mdi Ctrl+T
Clra 58 Mdi Ctrl+N
Cira 58 An danh madi Ctrl+Shift+N
Lich sur b
Tép di tai xudng Ctrl+
Ddu trang 3
Thu phéng - a0 - ol
N... Ctrl+P
TruyEn...
Tim... Ctrl+F

Luu trang thanh.. Ctri+5 Cong cu khac »

Tao (oI ... Chinh sirs cit So chép Dén

DAt tén cho clra s4...
Cai 45t

Xod dir liéu duyst... Ctrl«5hift=De Trg gidp b

Tién ich mé& réng

— ) Thoat
Trinh quan by tic vy Shift+Thoat
Céng cu danh cho Nha phat trién Ctrl+Shift+

- Tai cta s6 quan ly tién ich: Néu trinh duyét chua chuyén “Ché dé danh cho
nha phét trién” thi ta chuyén nit sang phai dé kich hoat

Ché& dd danh cho nha phat trién | @)
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https://by.com.vn/si1YLQ

- Ké dén ta nhan nat “Tdi tién ich dd giagi nén” dé tién hanh upload tién ich ma

ta da download.

Q,  Tim ki&m trong tién ich

Tai tién ich d3 giai nén

Dong goi tién ich

Cédp nhat

- Tiép theo duyét dén thu muc tién ich di giai nén & budc 2 va chon “Select
Folder” (luu y ta ko vao thu muyc do)

€ Chon thu muc tién ich.
4 <« MS5365 » Huong dan K62
Organize » New folder

- MNam
@ OneDrive - vinhur =

E This PC refined microsoft

I Desktop

|5 Documents
¥ Downloads
B Music

= Pictures

B videos

e Windows (C:)
- DATA (D)

g Network

v £

Search Huong dan K62

Folder: | refined microsoft

I| Select Folder |

Cancel

Sau khi ta cai dat xong, ta dong va khoi dong lai trinh duyét web dé tién ich duoc

hoat dong

1.2. Trén trinh duyét Firefox

Budc 1: Vao menu cua trinh duyét va chon More tools\Extensions for deploper



< More tools

Customize toolbar...

Browser tools

Web Developer Tools Ctrl+Shift+|
Task Manager

Remaote Debugging

Browser Console Ctrl+Shift+)
Responsive Design Mode Ctrl+Shift+M
Eyedropper

Page Source Ctrl+U

Extensions for developers

Budc 2: Nhap tén tién ich Refined Microsoft Teams va Enter

Extension Workshop @ Dewveloper Hub @ Register or log in

Q Refined Microsoft Teams| |

[ Refined Microsoft Teams =

Buéc 3: Ta chon “Add to Firefox” dé cai dat va nhan Add dé xac nhan



* Firefox Browser
\ ADD—O NS Explore Extensions Themes More... v

Refined Microsoft Teams
by Samber

Microsoft Teams, but better Add to Firefox

:f Refined Microsoft Teams — Get © * =+

O B = g] https;//addons.mozilla.org/en-US/firefox/addon/refined-micros

ﬂ Add Refined Microsoft Teams? This extension will have
permission to:

Access your data for teams.microsoft.com
Learn more

Add Cancel

Budc 4: Khai dong lai trinh duyét dé duoc kich hoat
II. IMPORD DANH SACH SINH VIEN VAO NHOM

2.1. Chuan bi file danh sach sinh vién caa cac 16p

- Hién nay cédc tai khoan MS Teams cua Sinh vién cdé dang Ma&a sinh
vién@vinhuni.edu.vn, trong khi danh sach I6p hoc phan sinh vién xuat tir hé thong
chi c6 ma sinh vién. Do vay ta thém phan “@vinhuni.edu.vn” vao sau ma sinh vién

- Hién tai MS Teams nhap ting thanh vién vao nhom, kénh, do d6 can thém dau «;”
sau mdi email ciia sinh vién dé cd thé thém dong loat thanh vién.


mailto:viên@vinhuni.edu.vn

Do d6 trong danh sach Excel sinh vién 16p hoc phan ta chén thém 1 cot va dung céng
thirc ghép @vinhuni.edu.vn; sau ma sinh vién, cong thic nhu sau: dia chi 6 chira
MSV & “@vinhuni.edu.vn;” (cO ddu ; dé phan biét cac thanh vién khac khi copy)

Danh sach sinh vién I&p hoc phan
Tu twdng HO Chi Minh (121)_LT_06

Thei gian hoc :

STT Ma sinh vién Thém cot TK TEAMS Ho dém Tén Ngay sinh
1 .'1 9572202010064 =DO&"@vinhuni.edu.vn;'| L& Thi Td Anh 22/09/2001
2 [19572202010060 19572202010060@vinhuni edu vn: B4 Thi Ngoc Anh 13/09/2001
3 [19572202010210 19572202010210@vinhuni.eduvn; |Lé Tién Dat 27/11/2000
4 [19572202010164 19572202010164@vinhuni.eduvn; |Poan Thi Ha 13/06/2001

2.2. Tao nhém trong MS Teams
Ta c0 thé lya chon 2 céch to chiic cac nhom trong Teams, tuy vao mdi nguoi

Céch 1:
= Nh6m = Tén hoc phan
+ Kénh riéng = Céc 16p hoc phan
+ Kénh chung = Kénh trao d6i toan sinh vién cia hoc phan
Céch 2:

= Nhom = Tén céc l16p hoc phan
+ Trao doi trén kénh chung mic dinh

So sanh 2 cach trén:

- Theo cach 1: Nhém = Tén hoc phan: C6 nhom trong Teams, nhung mot s6 tinh
nang han ché trong kénh riéng

- Theo cach 2: Nhdm = Tén céc I6p hoc phan: S& ¢é nhiéu nhém trong Teams
Dé don gian nhdt chang ta chen cach 2: Méi l6p hec phdn ta tgo mgt nhém

Vi du: Theo thoi khoa biéu giang vién Nguyén Vian A, khoa 61, Mén Tu tuéng Ho
Chi Minh c6 3 16p hoc phan 1a:

1T Tén 16p hoc phan

1 Tu twong Ho Chi Minh (121) LT 06
2 Tu twong H6 Chi Minh (121) LT 07
3 Tu tugng HO6 Chi Minh (121) LT 08
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Giang vién s& tao 03 nhom tuong tng 3 16p hoc phan trén.

2.3. Tao nhom, thém danh sach sinh vién va nhém
Budc 1: Diang nhap tai khoan Teams trén trinh duyét véi link
https://teams.microsoft.com

Budc 2: Tao nhém 16p
Tt menu Nhém, ta nhan vao nat “Tham gia hoic tao nhém” chon kiéu nhom Lép
hoc va dién tén nhém (Tu twang HO6 Chi Minh (121) LT_06) rdi nhan n(t tiép theo
dé tao nhom.

Tham gia hoac tao nhom

>

Tao nhom

180

Ta nhan nut “Tao nhém”

Chon loai nhém

£
- |IL I QD ‘E‘:‘:

Lép hoc Céng dbéng hoc tap Nhéan vién Khéc

Thao ludn, dy an nham, bai tap chuyén nghlép {PLC} Quan tri va phét tridn trufing hoc Cdu lac bd, nhdm nghién o,
hoat dong sau gid hoc

Mhom |am vigc clia giang vién

Ta chon loai nhdm “16p hoc” hoic “Cong ddng hoc tap chuyén nghiép” nhu hinh
trén.


https://teams.microsoft.com/

Tao nhom cua ban

Gido vién 13 ngudi td chirc cic nhém Idp hoc va hoc vién s& tham gia véi tu cich 13 thanh vién, Méi
nhém |dp hoc cho phép ban tao cac bai t3p va bai kiém tra, ghi lai ¥ kién phin héi cla hoc vién va
cung cap cho hoc vién khéng gian riéng tu d& ghi chi trong Class Notebook.

Tén
Tur turdng HB Chi Minh (121)_LT 06 &)
Ma t3 {tdy chon)
Gidi thiéu tit ca théng tin v& nhom nay
Huy Tiép theo

Nhdp tén nhom 1a tén 16p hoc phan va nhén mit “Tiép theo” d@é két thic tao nhom

Budc 3: Pua danh sach sinh vién vao nhom
- Nhan vao dau 3 cham ( ... ) cia nhém, ta chon “Thém thanh vién”

TH

Tu tuédng HG Chi Minh (121)_LT_06 -

83 Xem nhd
Class Notebook < Aemnhom
Bai tap @ Thém kénh
Biém & Thém thanh vién
Insights [& R khdinhom
27 Chinh s(ra nhém
Kénh ) vy e .
=  Mhan lién két dén nham
Chun .
? ¢ Quanly thé

I ¥&a nhom

- Ké& dén copy tai khoan MS Teams trong file Excel danh sach I6p di xt Iy tai
muc 2.1 va dan vao 6 cac hoc vién va chon nat “Bulk Import” (hinh duéi)



Thém thanh vién vao Tu tudng H6 Chi Minh (121)_LT_06
Gio vién

Tim ki€m hoc vién

You're not allowed to invite guests

195722020102 10@vinhuni.edu.vn; -
195722020101 64 @vinhuni.edu.vr;
1957220201071 12@vinhuni.edu.vn;
19572202010040@vinhuni.edu.vr;
1755222020100229@vinhuni.eduvn:

l Bulk inq:nrt ] Bulk import provided by browser extension: "Refined Microsoft Teams”

Please walt..

Added 11 users from organisation.
Bong

Luu y: Ta nén copy luong email khdng nén qué nhiéu, khoang 40 SV tré
xuéng s& dé thuc hién hon), cho két qua thuc hién va béo sé luong Sinh vién
d3 thém thanh cong, tiép tuc thuc hién thém thanh vién cho téi hét danh sach.
Pé xem thanh vién co trong nhom da tao ta chon dau ... caa nhém va chon
Xem nhom

Tu tuéng HS Chi Minh (121)_LT_06 [] Tim ki€m thanh vién
Class Motebook €3 Xem nhom
B3i tp @ Thém kénh
Diém &S Thém thanh vién
Insights fe Raikhdi nhém
¢/ Chinh sira nhém

Kénh e , I
=  Mhan lién két dén nhom

Ch
. ¢ Quan ly thé

] Xoa nhom

Tai Tab thanh vién, ta c6 thé xem dugc thanh vién va cha sé hitu nhém.



¢ T cacnnom Tu tuéng Hé Chi Minh (121)_LT 06 -

. Tu tuding HB Chi Minh (121)_LT_06
Tharhvién Yéucdudangchdxily Kénh (Caidit Phantich Ungdung

Tu tudng H& Chi Minh (121)_LT 06 - Tim kiém thanh vién Q

Class Notebook = Chu s hifu(1)

Bai tap Tén Chc danh Dia diém
Diém

nsights q‘ Nguyen Thanh Son (4) Chuyen vien

Kénh * Thanh vién va khach(11)

Chung Tén Chifc danh The (1)

NH_ \Jguyén Thi Ha

2.4. Tao lich hoc theo théi khoa biéu
Ta tién hanh loc theo tén giang vién trong file TKB, vi du ta tao lich cho mén

Sau

ia; Lép hoc phiin . Khéa hoe . dffﬁi i:g‘v I%I::v 'Iu'inhgcv Ngi}'BIi Ng:‘t}'lfi E:t' "Ilui TBii: :av
2 |Tir twéng Ho Chi Minh(121)_LT_06  |K61 | 5 | 15 | 1.5'1l [1579>16| 08021 | 221221 2 | 4| 6| 2
Buéc 1:

Trong menu Lich, ta chon “Cugc hop maéi”

[P B Lich 01 Hop ngay

Zo J Hémnay ) September2021 v

Ta nhap va chon cac tham sb:

Tiéu dé: ta dat tén I6p va thoi gian cho dé nho

Dia chi email bat budc: Ta c6 thé dung gmail cua ching ta
Ngay bat dau va két thac: 20/9/2021, gid tir 8h
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Lap lai: hang tuan
Kénh: Tu tuong H6 Chi Minh (121_LT_06)>Chung

Cudc hop m@i chitist  Troly Lap lich bidu

MUi gién: (UTC+07:00) Bangkok, Ha M6i, Jakarta ~  Tiy chon phan hai Yéu cdu ding ky:Khéng cd
## Tutudng HB Chi Minh(121)_LT_06 - Thi 2 hang tudn - Tiét tha 2

[o) D demo@vinhunieduvn

= Khéng xac dinh =

+ Tly chon

@ | 207972021 2:00 v = 20/9/2021 10:00 < 2giv @  Cingdy

Dugc d& xuat; 8:00-10:00 8:30-10:30 %00-11:00

(] %ay ra vao Thir Hai hang tun bat diu tir 20/9/2021

= | @ Tvtudng HS Chi Minh (121)LT_.06 > Chung

4 . Group Creators
¥ . Nhém hé trg Office3ss
b - = .
. MNhém ho trg Trudng THSP , -. .
- B I =

’ . Trung tdm CNTT

|
11
0
i
]
~5
P

« BB Tutudng HB Chi Minh (121)_LT 06
Chung

Sau khi dién va chon du cac tham s, ta nhan nat Sent chap nhan lich, khi d6
trong menu nhém - kénh chung cua nhom 16p da c6 lich nhu hinh dudi

©
HCZ;C;W < Tét ca cac nhém Chung Baiding Tép @ Nhém | (3 Hop | v
(5]
IS,
T TH >
| e Chao mirng ban dén véi Tu tuéng H6 Chi Minh (121)_LT_06
Nbsm
Tu tudng H& Chi Minh (121) LT 06 - Chon ndi ban muén bit d3u
e Class Notebook
Bai tap X )
“- Diém =
. |
% Insights A 3
Cube goi 6 /
Kénh
Tép Chung Tai lén tai liéu I6p hoc Thiét |ap Class Notebook

3 Nguyen Thanh Son (A) 20:47
A £43 Ién lich cuéc hop

= R twéng HB Chi Minh{121)_LT_06 - Thit 2 hang tulin - Tiét thir 2

Diln ra thif hai mdt Bn @7:30

& Tra g
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Tt lich vira tao, thanh vién trong nhdm (gi4o vién va sinh vién) chi can mo
lich nay va vao 16p hoc.

I1l. CAC TUY CHON QUAN TRONG
3.1. Tuy chon hop cia Iép hec (Phan quyén cho giang vién va sinh vién)
Ta c6 thé thuc hién trén trinh duyét hoac trén ung dung MS Teams

- Truong hop trén website.
Tt trong chi tiét lich day, ta chon “tuy chon cudc hop”

©
e Tu tuéng H6 Chi Minh(121)_LT_06 - Thii 2 hang tusin - Ti€t thir 2 o chuyen Chitigt  Troly Lap lich bidu
-0 e . o \ . . N
1= <. Huy bo cudc hop =2 Sao chép lién két Tly chon cudc hop Uy chon phan hai
o chuyén
o 74 Tu tudng HE Chi Minh(121)_LT_06 - Thir 2 hang tudn - Tiét thir 2
Mham
a, demo@vinhuni.eduwvn .
] D kning e " ox + Tly chon
Bai tip
®  20/9/2021 7:30 v = 20/9/2021 9:30 2gic @  Cingdy
ich
O Bugc g8 xudt: %:30-11:30 10:00-12:00 10:30-12:30
S B e
Cudc go 2 Xayra vao Thir Hai hang tudn bat dau tlr 20/9/2021 -

Ctra s6 “Tuy chon cudc hop” xuat hién cho phép ta thiét lap

Chuing ta can thiét 1ap céc tham sé chinh sau:

Muc: - Ai ¢6 thé qua phong doi: Ta chon Moi nguoi trong to chtc cua toi (Co
tai khoan Vinhuni.edu.vn), con lai ta s& chap nhan tir phong doi vao phong
hoc.

Muc: - Ai c6 thé trinh bay?, Ta chon “Chi ti” (chi c6 gigng vién méi co
quyén qudn ly, chia sé lép)
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&« c O 8 teams.microsoft.com/meetingOptions?language=vi-vn&tenantld=4ef78439-6dbc-deal-ab14-49b9284abdcS8organizerld=eda’cd81-818c
T
Tu tuéng H6 Chi Minh(121) LT 06 - Thi 2 hang tudn - Tiét tha 2
[# Dién ra mi Th 2 ngay @7:30

& Nguyen Thanh Son (4)

Tuy chon cuéc hop

|Ai 6 thé di qua phong dai? Moi ngudi |

Ludn cho phép ngudi goi bd qua phéng doi

Théng bao khi ngudi goi tham gia hodc rai khoi Co ‘:)

Ai ¢6 thé trinh bay? Chi toi I

Cho phép micré déi vdi ngudi tham du? Vgl ngua

Mhiing nguai trong 18 chirc cla t6i va

Cho phép camera ddi vdi ngudi tham du? khach
Nhing ngudi cy thé
Ghi tu don .
Haeng chi toi
Cho phép tuang tac c @D

Truong hop: Trén izng dung MS TEAMS
Tur trong cua 6 cudc hop, ta nhan dau 3 chdm (...) chon Meeting option /Tuy
chon cugc hop

(]

Thém (ng dung Add an app

Cai dat thiét bi fe3 Device settings

Tinh trang cudc goi A Call health

Ty chon cudc hop

13



Tay chon cudc hop

Ai o6 thé di qua phong dgi?
Moi nguidi

Luén cho phép ngudi goi bé qua
phong dgi

Théng bao khi nguén goi tham
gia hodc rdi khoi

Ai c6 thé trinh bay?
Chi 5i

Cho phép micrd d&i vai nguin
tham du?

Cho phép camera d&i vdi ngudi
tham du?

Ghi tw déng

Cho phép tuong tac

B 0

Meeting options

Who can bypass the lobby?
Everyone

Always let callers bypass the
loblwy

Announce when callers join or
leave

Who can present?

Only me
Allow mic for attendees?
Allow camera for attendees?
Record automatically

Allow reactions

3.2 Cap quyén Presenter/Dién gia cho sinh vién (khi muén sinh vién chia sé

man hinh caa sinh vién).

Quyén Presenter la quyén c6 thé trinh chiéu, ghi cudc hop, diéu khién Mic,
Video ciia nguoi tham dy) chi thiéu quyén Tuy chon cudc hop va tao phong riéng
(breakout room)

Thuc hién: Trong phong hoc truc tuyén, giang vién muén sinh vién c6 quyén
Presenter (dién gia), ta chon sinh vién trong danh sach ngudi tham du va chon
“Chuyén thanh dién gig”

3.3. Thiét lap ngwoi giri tin nhin trong kénh ciaa nhom
Thuc hién: Ttr menu Nhém, ta nhan dau 3 cham (...) vao kénh chung va chon Quan
ly kénh-> va chon muc: Chi chi s¢ huu mdéi ¢6 thé dang tin nhin)
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[ | Cai ditkénh  Phan tich

i
Nhém i R
8 Tu tuéng H8 Chi Minh (121)_LT_06 - - Quyén B3t tly chon kiém duyet kérh
it Class Notebook
_ - + M nhém Chia s& m3 nay dé moi ngudi cd thé tham gia tryc tiép vio nhém- ban s& khéng
Bai tip nhén duoc yéu cau tham gia
= Biém
. .
i 8 Insights + N8i dung thi vi Cha phép cac emaji, anh meme, anh GIF hodc hinh dan
Cwde goi
Kénh . . .
@ + The Chon ngudi ca thé quan Iy thé
i

Chung E

0 Théngbiovikénh >

Kénh chung:
O Moi ngudi déu cé thé gl tin nhan,

£33 Quan I kénh o Moi ngudi déu cd thé gl hién thi thang bao rang moi ngudi s& dugc théng bdo

— khi ¢ ai d6 gUi (nén dung cho cdc nhom I6n)
£ Nhan dia chi email

@® Chi chii s hifu mdi 6 thé dang tin nhdn
& Nhén lién két dén kénh

3.4. Gim tin lich day trong kénh chung caa nhom
Thuc hién: Trong kénh chung caa nhém, ta nhan dau ... ctia mau tin, chon
Gim.

Chao mtrng ban dén véi Tu tudng H6 Chi Minh (121)_LT_06

Chon ngi ban muén bat dau [ Lu tin nhén nay

%3 Béanh diu 13 chua doc

m
i

» Sao chép lién két

| Chia sé tdi Outlook

_ =1 3 Dich
d / [53 Trinh doc Chan thuc

%7 Ghim
T4i 1&n tai liéu I6p hoc Thiét 1dp Class Notebook 5\ Tt théng bao

Xem thém hanh ddng

0 Mguyen Thanh Son (A) 2047
" D4 1&n lich cuéec hop

E Tu tudng HG Chi Minh(121)_LT_06 - Thir 2 hang tudin - Tiét thir 2

Dién ra thir hai mét [8n @7:30

& Tra ldi

IV. TONG HOQP FILE LIEN KET PHONG HQC
Budc 1.

- M file Excel tong hop, nhap théng tin 16p da tao lich trén MS TEAMS

Budce 2:

- Tu Menu “Lich” trong MS TEAMS, ta chudt phai vao lich phong hoc va chon
“Sao chép lién két”

15



- Q LSS .
84 .
e a Lich (¥ Hop ngay

D Hémnay < >  September 2021 ~~

20 21 22 23

Minh(121)_LT_06 -
ZAM ] Thi 2 hann ti3n -

— Tiét thir 2 .
[ ' & Chinh sia >
Nguyen TI

Tu tudng HB Chi ‘

4)
o L4 oAM (5) Cubce tro chuyén vdi nhitng ngudi tham gia
b
I (¥ Tham gia truc tuyén
O I = Sa0 chép lién két I
10 AM

- Chuyén sang file tong hop dan vao cot “lién két phong hoc”

Ghi chu:

1) Trudong hop néu ta chon céch tao nhém = “Tén mén hoc” va kénh riéng =
“tén cac 1op hoc” thi khi thém thanh vién trén nhém phai 1a tong danh sach
cua cac 16p va thanh vién cua l6p hoc phan la danh sach caa méi 16p.

2) Mubn thong bao link vao phong hoc trong kénh riéng cach don gian nhat
la copy link va dan vao kénh riéng.
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