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I. Thue hién gidng day trwc tuyén va diéu khién MS. Teams trong 16p hoc

1.1. Piang nhap hé thong

Nguoi dung truy cap link https://giangvien.ufm.edu.vn/ > giao dién dang nhap hién
thi.

BO TAICHINH
TRUGONG DAIHOC TAI CHINH - MARKETING
& UNIVERSITY OF FINANCE - MARKETING
DANG NHAP HE THONG

Nhép tén dang nhap

Nhap mat khau

- SSO Office 365

ver. 20260814

Hinh 1: Giao dién dang nhdp hé thong
C6 2 cach diang nhap hé thong:

Cach 1: Pang nhap bﬁng tén dang nhap 1a ma nhan sy, mat khau mic dinh 13 1111.
Nguoi dung c6 thé thay doi mat khau sau 1an dang nhip dau tién.

Cach 2: bang nhap thong qua chirc nang SSO Office 365.

Sau khi ding nhap, ngudi ding thuc hién cac budc sau dé thuan tién cho viéc tao
phong va tham gia céac 16p hoc truc tuyén sau nay.

+ Click vao chirc nang P6i mat khau > nhap mat khau can thay doi.

+ Click vao chtic ning Thay ddi thong tin - Nhap tai khoan MS.Teams va s6 dién
thoai lién lac.

+ Click vao chirc nang Ping nhap Office 365 = Tién hanh ding nhap MS.Teams.

Néu nguoi dung khong dang nhap vao MS.Teams & budc nay thi khi nhan nit Tao


https://giangvien.ufm.edu.vn/

phong cua 16p hoc truc tuyén s& xuét hién thong bao. L

ﬁ

Hinh 3: Giao dién thay doéi théng tin nguoi ding
1.2. Thuc hién giang day truc tuyén

() Xoa cache

& D& mat khdu

& Thay dbibi danh
I (@ Thay déi thang tin F

Bing nhap Office 365

£ Biang xudt

Hinh 2: Cdc chirc ning hé tro nguoi diing

Thay ddi thong tin

Dia chi Email (*)

S& di dong (%)

Bia chi hién tai

Cac budrc thye hién:

Buée 1: Dang nhap vao cong giang vién:

CONG TAC GIANG DAY

& Quan Iy tai lidu bai

giang
Trang tin giang day
Duyét tai liéu bai giang
Kho tai liéu bai giang
Dé cudng mén hoc
Xem théng ké tao bai
gidng

& Diém danh sinh vién

& Uich theo tudn

# Dashboard

Lich theo higin x

L

<>

Hinh 4: Minh hoa man hinh chinh céng gidng vién




Luu y:

Tai khoan va mat khau chinh st dung giong cong giang vién trudc day.

Str dung tai khoan Microsoft dé tién hanh dang nhap vao phan mém MS.
Teams.

£ Lich theo tuan

Buére 2: Ngudi dung nhap chudt trai chon

# Dashboard Lich theo tudn X
CONG TAC GIANG DAY % Tuan 21/09/2026 - 27/09/2026 21/09/2026 B Bt CTavE  Tiép>
@ Quan Iy ti bu ba "
M_?' o — i 2 Thir 3 Thi 4 'S ™6 Thi 7 Chi nhjt
g 21/09/2026 22/09/2026 23/09/2026 24/09/2026 25/09/2026 26/09/2026 27/09/2026
8 piém danh sinh vién
Sing
B Lich theo tifin
2 Nouyén 1 Bao hidm (TH)
2631602091406 - TH_250NHS
12:00-14:30
Phong: HTT
Gl chd: 1200014930
chitu
Nouyén ly Bao hiém (TH)
2631802091407 - TH_2500H7
14:45-17:15
Phing: HTT
Ghi i 14945-17015
T
Lich day Iy thuy@ W Lich doy thuc hanh  Lichtrctuyéh  Lich coi thi I Lich tam ngung

Hinh 5: Minh hoa man hinh lich gidng day theo tudn ciia gidng vién

A . ~ ” + T_ ﬂ“ 10 2 K ~ A , z
Buwée 3: Nhap chudt trai vaonut = dé thiét 1ap mot 16p hoc truc tuyén.

7 Thongbso X
Thanh cong

Sau do Giang vién s€ nhan dugc thong bao “ Thanh cong”

# Dashboard  Lich theo tudn x

CONG TAC GIANG DAY 7 Tudn 21/09/2026 - 27/09/2026 21/09/2026 ®
:.ﬂ?m" Aot 4 o hir2 Thir 3 Th4 Thi 5 Thir s
21/09/2026 22/09/2026

i 7 Chia nht
23/09/2026 24/09/2026 25/09/2026 26/09/2026 27/09/2026
sing

£ Hién tal CTavE  Tép>
8 piém danh sinh vién

B2 Lich theo tulin

Nouyén 1y Bao hidm (TH)
26311802091406 - TH_250NHS

12:00 - 14:30

O =3c
Ghi cha: 12900-14630

b

Nouyén Iy Bao hidm (TH)
2631802091407 - TH_25DNHT

1445 - 17:15
Phing: HTT
Ghi cha: 1494517915
6

Lich day Iy thuyét W Lich day thuc hanh Lich tre tuyén Lich coi thi N Lich tam ngung




Hinh 6: Minh hoa man hinh tao phong hoc truc tuyén

Buwéc 4: Sau thong bao “Thanh cong” nhan chudt trai vao nat “Tham gia”

s& vao 16p hoc truc tuyén (MS.Teams) cua giang vién.

# Dashboard Lich theo tudn x
CONG TAC GIANG DAY #% Tuan 21/09/2026 - 27/09/2026 21/09/2026 B OHénta «Tave  Tiép>
@ Quan I t u b > z
_.ﬂ?‘ i R 2 Thir 3 Thi'a Thir 5 hir s Thi 7 Chil nht
- 21/09/2026 22/09/2026 23/09/2026 24/09/2026 25/09/2026 26/09/2026 27/09/2026
8 piém danh sinh vién
sing
8 Lich theo tudin
Nouyén Iy Bo hidm (TH)
26311602091406 - TH_250NHS
12:00-14:30
(4]
Ghi chwl: 12900-14930
chita b
Nouyén I Bo hidm (TH)
2631802091407 - TH_25DNH7
1405 - 17:15
Phéng: HIT
Ghi chi: 144517015
T8I
Lich day Iy thuyét Lich day thuc hanh Lich trye tuyén Lich coi thi [ Lich tam ngung

Hinh 7: Minh hoa man hinh gidng vién thyc hién giang day truc tuyén

Bude 5: Tai budc ndy ngudi dung co thé lva chon day truc tuyén bing phan
mém MS. Teams (déc ldp) hodc MS. Teams trén trinh duyét hodc Tai xuong

Microsoft Team

i

Tai xuéng Microsoft Teams (co
quan hodc truang hoc)

¥ Sif dung ding dung trén may tinh dé co trdi
nghiém t&t nhat.

Ban muén tham gia cudc <
hop Teams bang cach nao?

Tiép tuc trén trinh duyét nay

Khéng cin tai xudng hay cai dat.

Mé& Microsoft Teams (co quan
* hodc trugng hoc)

Ban da cai dat ing dung? D&n ngay cuéc hop

cla ban.

Hinh 8: Minh hoa chitc néing giang day truc tuyén



Luuy:

- “Tai xuéng Microsoft Team(co quan hodc trwong hoc)”: dwong dan tdi phan
mém MS. Teams vé mdy tinh doi véi cdc trwong hop chwa cai phan mém MS. Teams.

- “Tiép tuc trén trinh duyét nay”: dé tiép tuc vao MS. Teams bang trinh duyét
hién tai.

- “Mo Microsoft Team (co quan hodc truwong hoc) ”: khi click vao thi man hinh
sé tw dong mo g dung MS. Teams doi véi truong hop da cai san ting dung.
Giang day truc tuyén bang MS. Teams

Sau khi, nhan chu6t trai vao nat “Tham gia”, ngudi dung chon “Tiép tuc trén trinh

duyét” dé thyc hién vao day be‘ing trinh duyét truc tuyén cua MS. Teams.

Luuy:
- Yé€u cau trén may tinh cia nguoi dung phai két ndéi vao mang Internet.

- Khong bi chan ctra sb bat lén.
Cac buéc thwe hién:

Budre 6: Can hoan thanh yéu cau bén duédi “Luu ¥ trude khi vao giang day bang
MS. Teams thong qua phuong phap “Str dung trinh duyét”.

Luu y:

- Yéu cau trén mdy tinh ciia nguoi ding phdi két néi vao mang Internet.

- Can thiee hién thao tdc dang nhdp bang tai khodn Microsoft trude khi tham

gia giang day.

Ciac buéc thue hién ding nhéap bang tai khoan Microsoft:

- Budc 1: Click “dang nhap” dé mé cira sd ding nhap trén trinh duyét.

- Budc 2: Nhap Tai khoan.

- Budc 3: Click “Tiép theo”.

- Budc 4: Nhap Mat khau.

- Budc 5: Click “Pang nhap” dé tién hanh dang nhap vao Microsoft Team.



Chon cai dat m thanh va video cho

Cudc hop

Nhap tén Tham gia ngay

= & £53 Realtek Audio

Céc tily chon tham gia khic

Jx T4t 4m thanh

Dé cé trai nghiém t5t hon fing an danh cho may tinh d€ ban

Hinh 9: Minh hoa cdch dang nhdp tai khoan Microsoft

B Microsoft
Dang nhap P

Q Tuy chon dang nhép

Digu khodnsirdung  Quyenriéng tu & cookie  -++

Hinh 10: Minh hoa cach dang nhdp tai khoan Microsoft




B® Microsoft

€ dev@edotvn

mét khau |°
..... |

Bigu khodnsrdung  Quyen riéng tu & cookie - -+

Hinh 11: Minh hoa cdach dang nhdp tai khoan Microsoft

Microsoft Teams Q Tim kiém

Chon cai dit 4m thanh va video cho

19/11/2021 09:45:00 - Toan cao cap 2 - Po Hoai Cudng

Tham gia ngay

& 83 Realtek Audio

Cic tily chon tham gia khic

CJx T4t 4m thanh E] Thém phong

Hinh 11: Minh hoa cach dang nhdp tai khoan Microsoft

Buwde 7: Sau khi Click “Tiép tuc trén trinh duyét” tiép tuc chon

Tham gia nga 2 .Y A L1 A N1
“” dé vao 16p giang day theo thong tin hién thi trén man hinh.



Microsoft Teams Q_ Tim ki€m

Chon cai g&t &m thanh va video cho

19/11/2021 09:45:00 - Toan cao cap 2 - P6 Hoai Cudng

Céc tity chon tham gia khac

Hinh 13: Minh hoa chirc ndng gidng day tric tuyén

Luuy:
- Kiém tra thoi gian, ngay thang, tén mén hoc, tén giang vién phu trach mén hoc

trude khi vao phong day triec tuyén.
- “Sao chép lién két cudc hop” dé giri link dén cdc thanh vién khdc.

- “Chia sé qua Email méc dinh” dé moi nguwoi khdc tham gia.

Md&i moi ngudi tham gia cung ban

&2 Sao chép lién két cudc hop

Chia sé qua email mic dinh

Hinh 14: Minh hoa chirc nang gidang day triec tuyén

Buée 8: Sau khi click “Tham gia ngay” giang vién dugc tham gia vao phong va

bat dau cong tac giang day.



Microsoft Teams

MG&i moi ngudi tham gia ciing ban

Hinh 15: Minh hoa chirc ning giang day truc tuyén
1.3. Diéu khién cac tinh ning MS. Teams trong 16p hoc

1.3.1. Cac tinh ning co ban

Cac cong cu trén man hinh Tinh ning

Bat hoic tit tiéng (yéu ciu mdy tinh dung dé

giang phai c6 Micro phone).

Bat hoic tit camera (yéu cdu may tinh dung dé

giang phai c6 Camera hodc webcam tich hop).

Chtrc ning Gio tay 1én hoic Ha tay xubng dé

giang vién chu y va moi phat bicu.

Hién thi danh sach nguodi hoc.

Chia sé man hinh.

Hién thi ctra s6 tro chuyén dé trao doi.

Bang 1: Cac tinh nang co ban

1.3.2. Thiét 1ap bio méat co ban

Sau khi vao phong giang day, giang vién nhan chudt trai chon “Thém hanh dong”



Microsoft Teams

de thiét 1ap co ban céac chirc ndng nhu man hinh sau:

Q, Tim kiém

£33 Hién thi cai a3t thiét bi
[E Hién thi ghi chi cudc hop
(@) Hién thi chi tiét cubc hop
O Chuyén sang ché dé toan man hinh
(B B6 suutap v
f B6 suu tap I6n (tem trudc)
h€ d6 cling nhau (Xem trudc)
i Ban phim

© Batdau ghi

Md&i moi 1

& Két thic cudc hop

X Tétvideo dén

Hinh 16: Minh hoa man hinh cdc thiét ldp co ban MS. Teams

Tinh nang

Mo ta

Thiét 1ap
khuyén nghi

Hién thi cai ddc thiét bi | Giap ngudi dung kiém tra thiét bi am| Khong chon
thanh, loa, micro, camera.

Hién ghi cht cudc hop | Gitp hién thi ghi cht giang vién da tao. Khong chon

Hién thi chi tiét cudc|Hién thi thoi gian, ngay, thang, nam, tén| Khong chon

hop mon, giang vién.

Chuyén sang chét do|Chuyén man hinh tir ctra s6 sang toan Co

toan man hinh man hinh

Ché do xem cung nhau Dé hién thi toan bd sinh vién tham gia| Khong chon

16p hoc

10



Tinh niing Mb ta Thiét 1ap
khuyén nghi

Ban phim Pé hién thi ban phim trén man hinh Khong chon
Bit dau ghi Dé bat dau quay video cudc hop Co
Két thac cudc hop bé két thuc cudc hop hién tai Co

Bdng 2: Cdc thiét lgp co ban MS. Teams
1.3.3. Quén ly danh sach nguoi hoe

Nguoi dung nhan chudt trai vao dé hién danh sach ngudi hoc dang co mit

trong phong.

Microsoft Teams Q Tim kigm @

Moi ngusi X
Méi ngudi nao dé
<5 Chia sé 16i mi

Dang chd trong 2\'ond daoi (1)

e
¢ Tran Van Sang %

B&n ngod

Hién dang tham gia cuéc hop nay (1)

EDOT DEV o
e Ngusi t8 chire &

M@&i moi ngudi tham gia cung ban

Nhan Ctri+Shift+M dé bat ti€na micré ciia ba:

UIEZT T Y SONNG)] &~

Hinh 17: Minh hoa man hinh quan ly danh sach nguoi tham gia phong hop

Luuy:

- Chon | @é cho phép khach moi tham gia phong hop hién tai.

- Chon X1 @é tir chéi khach moi tham gia phong hop hién tai.

Nguoi dung nhan chudt trai vao trén man hinh quan 1y danh sach nguoi hoc

trong phong dé thuc hién cdu hinh céc tinh nang truéc cho cac ngudi hoc khi tham gia
vao lop

11



Microsoft Teams Q_ Tim ki€m @

Moi ngusi

v Taixuéng danh sach tham du

Hién dang tham gia cuéc hop nay (1)

D EDOT DEV
® Ngudi t6 chic

Mg&i moi ngudi tham gia cling ban

Hinh 18: Minh hoa man hinh cac tinh nang quan ly danh sdach nguoi hoc

19/11/2021 09:45:00 - Toan cao cap 2 - P4 Hoai Cudng

& EDOT DEV

Tuy chon cuéc hop

Ai ¢6 thé di qua phong dgi? Nhitng ngusi trong t8 chiic cliat...

Luén cho phép ngudi goi bé qua phéng dgi Khéng

Théng bao khi ngudi goi tham gia hodc rai khdi o @D

Ai ¢6 thé trinh bay? Moi ngudi

Cho phép micré di véi ngudi tham du? s @D

Cho phép camera déi véi ngudi tham du? Cé c

Ghi ty déng Khéng

Cho phép tré chuyén trong cuéc hop D3 bat

Cho phép tudng tac Co c

Cung cap Chi thich CART (phy dé theo thai gian thuc) Khéng
—

Hinh 19: Minh hoa man hinh cac tinh nang quan ly danh sdach nguoi hoc

1.3.4. Thiét 1ap quyén chia sé man hinh

Nguoi dung nhan chudt trai vao trén man hinh quan 1y danh sach nguoi hoc
trong phong dé thuc hién ciu hinh cac tinh ning trude cho cac ngudi hoc khi tham gia

vao 16p

12



Tuy chon cudc hop

Ai c6 thé di qua phong dgi? Nhiing ngui trong t6 chitc clia t...
Luén cho phép ngudi goi bé qua phang dgi khong © )
Théng bao khi ngudi goi tham gia hodc rdi khoi Co ()
Ai ¢6 thé trinh bay? Moi ngudi v
Che phép micré d6i véi ngudi tham du? Co ()
Cho phép camera d6i véi ngu@i tham du? o @D
Ghi tu déng khong © )
Cho phép tré chuyén trong cuéc hop D3 bat ~
Cho phép tuang tic s @D
Cung cdp Chu thich CART (phu @& theo thdgi gian thuc) Khéng @

L=
© 2021 Microsoft Corporation. Bao Iuiu moi quyén | Théng béo phap Iy | Chinh sach v quyén riéng tu | Tiét 16 v&i bén thi ba | Tim hiéu thém

Hinh 20: Minh hoa quan Iy chia sé man hinh

>

1.4. Diém danh sinh vién

Man hinh diém danh sinh vién cung cép cong cu cho giang vién c6 thé diém danh
sinh vién truc tuyén, ngoai ra giang vién c6 thé xuit excel danh sach diém danh.
Chtrc nang diém danh sinh vién chi thue hién dugc khi di c6 dir liéu xép thoi khoa biéu.
Néu khong thuc hién Xép thoi khoa biéu trén phﬁn mém thi s& khong c6 dir liéu lich hoc
dé diém danh.

Cach vao chirc ning: Céng tic giing day = Diém danh sinh vién

Cac buée thue hién:

Diém danh sinh vién

Chon dgt (%) 1 MNgay digm danh () m Chon Idp hoc phan () 9 o

= e~
|nk1.2c2| 2022) r| |23-1c-:‘021 Dl DCBO50201 - KIEMTHU - Lt thuyét xéc sult vil thng ke todn

Danh sach ljch e Nuhin xét Idp

Thir 7 : tiet 4 -> 6 - (LT) ZOOM-20)

.

STT  MSSV Ho dém « Tén & Ldp hoc + C6 phép khong phép | Nhap s6 tét Ghi chi ving c6 phép  ving khdng phép  Tongsstiét Ty ¢ ving

i 1753600010 Nguydn LE Tusin Anh KIEMTHU 3 o 3 &0 5.00 %

2 1753800001  Duting Théil San KIEMTHU 0 0 60 0.00 %
1753800002 Nguydn H3ng San KIEMTHU 3 ] 3 60

| 4 1753800003 Nguyén Thint T KIEMTHU 3 0 3 60 5.00 %
1753800006 Nguyén Thi Bao Thanh  KIEMTHU 0 0 &0

1753800007  Nguyén Phan Trubng  Thanh  KIEMTHU 3 0 3 60 5.00 %

7 1753800008 Nguydn Quang TAt  Thanh  KIEMTHU 3 0 3 60 5.00 %

8 1753800009 Son Ngoc Thinh  KIEMTHU 3 o 3 60 5.00 %

Hinh 21: Minh hoa thao téc diém danh sinh vién

- Budc 1, 2, 3: Tai man hinh Diém danh sinh vién, NSD nhép dit liéu dé tim 16p
hoc phan.

13



o bot: Chon hoc ky.
o Ngay diém danh: Chon ngay.

o Chon 16p hoc phan: Chon 16p (s& tw dong goi ¥ cac 16p hoc phan c6 lich day theo
ngay da chon).

- Budc 4: NSD click nit & tim kiém danh séch lich.
- Budc 5: NSD click vao lich bén duéi.
- Budc 6: NSD cick nat Dong b diém danh.

o Hé¢ théng hién thi két qua tu dong diém danh cac sinh vién d3 tham gia hoc tryc

tuyén qua cong sinh vién.

- Buéc 7: Céch diém danh:

o Sinh vién di hoc day du thi khong can nhap.

o Sinh vién ving c6 phép: NSD check vao [/ dé chon sinh vién, sau d6 check vao
[ & cot co phép va nhap s tiét ma sinh vién xin vang co phép.

o Sinh vién ving khong phép: NSD check vao ) dé chon sinh vién, sau d6 check
vao [J & cot khong phép va nhap sd tiét ma sinh vién ving khong phép.

- Budc 8: NSD nhap nhan xét 16p.

- Budc 9: NSD click nut Eaecleeid! ¢ thyc hién huu dit lidu.

14



