TAI LIEU HUONG DAN SU’ DUNG
MICROSOFT TEAMS CO BAN

1. CAlI DAT UNG DUNG:

U'ng dung Teams cé trén moi nén tang tir may tinh chay Windows, Mac OS, Linux t&i dién thoai iPhone
va Adroid.

Cai dat trén may tinh:

- D8i v&i may tinh, muén cai d&t, moi ngwdi vao link sau, click vao vao dé tai bo cai trén Windows,
MacOS hay Linux vé cai dat

https://teams.microsoft.com/downloads#allDevicesSection

@ teams.microsoft.com/downloads#allDevicesSection

Activit... m Microsoft FastTrack,... @ MYCE MTC request ' Search Results - Lynx . Lynx - 0365 consu... m Phone Authenticati... Ta khai dién tir dé...

Get Teams on all your devices

Desktop Mobile
&8 Windows 64-bit @ ios
&8 Windows 32-bit % Android
@ Mac

A Linux DEB 64-bit

A Linux RPM 64-bit

Cai dat trén dién thoai:

Moi ngwoi truy cap vao cho irng dung App Store trén iPhone, iPad hodc Google Play trén dién thoai
Adroid, sau d6 gb Microsoft Teams & 6 tim kiém trén cho ¢ng dung. Tai va cai dat vé may dién thoai


https://teams.microsoft.com/downloads#allDevicesSection

Microsoft Teams
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Wicrosoft Teams is your hub for tearmwork
n Office 365

275 WHATS NEW
Microscdt Teams is now available Tor free

2. CHAT, AT LICH HOP VA THU'C HIEN cuOC GOI VIDEO:

Sau khi tai va cai d&t vé may dién thoai hodc may tinh, ching ta bam vao biéu tugng Teams. Clra s6
dang nhap s& hién ra. Moi ngudi st dung account va mat khau dé d&ng nhap vao rng dung.

Sau khi dang nhap, s& cé may muc nhu Chat, theo d&i va chia sé tin tirc trong nhdm, hop vdi video call
hodc call binh thuong.



- Chat ndi bo: BAm vao biéu twong chat. BAm vao nut khoanh dé dé bat dau chat.

1548 D& & - Sl 45% &
= Chat q
RECENT CONTACTS

Ha Thai Son (KCB) Yesterday

You: Con phan quan tri em dang lam 1 tai liéu ri

Nguyen and Nguyen Yesterday
You: Hi anh, em trao quyén Admin cho Cubng h...

Nguyen Duc Chinh (DTT - iTrithuc.v... Yesterday
You: mdi update xong day
User added

Test Thursday
User added
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@
15:16 Thureday
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Chon contact muén chat dé bat dau trd chuyén
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¢~ Newchat
To:  Enter name or email

BG  Bui Thi Huong Giang (HSTC - BVBM)
BC  Bui Van Cuong (Bach Mai Hospital)
DT' Dang Quoc Tuan (HSTC - BVBM)

DC  Dao Xuan Co (HSTC - BVBM)

DH Do Van Hoi (HSTC - BVBM)

DK  Dong Phu Khiem (Benh vien Nhiet doi)

Dr Thuyen (HSTC - Benh vien E)

Forms
Microsoft Forms

H504%¢

Ha Thai Son (KCB)
HT  Ho Duc Trieu (HSTC - BVBM)
HV  Hoang Huu Viet (Benh vien da chien Vinh Ph...

LT  LeThi Diem Tuyet (HSTC - BVBM)

11 &) <

Trong clra s6 nhan tin, cé thé goi dién truc tiép hodc goi video, ddng thoi cé thé dinh kém file anh, file
tai liéu dé glri cho ngudi dang trao doi
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& Bui Van Cuong (Bach Mai Hospi...

)
vy

Te: [ BuiVan Cuong (Bach Mai Hospital)

Bam vao day dé goi
video

BAm vao day dé goi
dién
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- Chat nhém:
Trong cudc trd chuyén, néu can b6 sung thém ngudi, thi bAm vao dau ... phia trén bén phai clra s6 chat,

chon Group chat, roi add thém ngudi
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& '.S_TW‘:?“ Cuong (Bac View profile
CHAT FILI
Mute chat
Today 16:53
ocons B
Xin chao
& G @ Ay e >
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Bui Van Cuong (Bach M...
< © Available o %

7
To: ‘\B,Ui Van Cuong (Bach Mai Hospital)/:gj

NB  Nguyen Gia Binh (HSTC - BVBM)

BG  Bui Thi Huong Giang (HSTC - BVBM)
{ ]

Today 15:53

Hello Cuong ©

Type a new message
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128345617890
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(Bui Thi Huong Giang (HSTC - EVBM)/‘I

Xin chao
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3. DAT cUOC HOP:
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—  Calendar

=2

Join Scheduled Meetings

You have no meetings scheduled for a

week

Bam vao day dé tao cudc
hop

—
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Activity Chat Teams Calendar
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X New event V4

& Hop giao ban Covid19 Tiéu dé cudc
hop

o Add participants

£ participants s,

nguoi tham gia

Change channel

Chia sé lich hap v&i nhom
Hoi stic cép‘ﬂﬁéjtpNam x

-

General
© All day
Sat Feb 15,2020 16:00
4
Sat Feb 15,2020 Pt ngay gio”] 1730
hop
@ Location
%] Repeat Hop dinh ki hay — es===never
khéng
@®© Show as Busy
% Description

@i Thisis a Microsoft Teams online meeting. Everyone can join
online.

111 @] <

Sau khi tao cudc hop xong, théng bao vé cudc hop s& dugc glri tdi tat cd moi ngwdi trong nhém da duoc
chi dinh hop. Vi du nhu moi thanh vién trong nhém Hoi sirc cap ciru Viét Nam. NEu muén modi thém
nguwdi bén ngoai nhém vao tham gia cudc hop, bAm vao nit Add participants dé b6 sung.
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Today Feb 15

Hop giao ban Covid 19

19
16:00-16:30 Bam vao day de._-

Bénh vién da chién Vink PAIDI GBI AIOP

Tomorrow Feb 16
No meetings
Monday Feb 17
No meetings
Tuesday Feb 18
No meetings
Wednesday Feb 19
No meetings
Thursday Feb 20
No meetings
Friday Feb 21
No meetings
«
—
a) = &3 a %
Activity Chat Teams Calendar Calls
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Sau khi tao xong, cudc hop s& dwoc lvu & muc Calendar, khi nao hop thi b4&m vao nat Join dé gia nhap
cuoc hop
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=—  cCalendar Q

Today Feb15

Hop giao ban Covid 19

19
16:00 - 16:30 Bam vao day de._—

Bénh vien da chién Vi BB @harNOP

Tomorrow Feb 16
No meetings
Monday Feb17
No meetings
Tuesday Feb18
No meetings
Wednesday Feb19

No meetings

Thursday Feb 20
No meetings

Friday Feb 21
No meetings

i
—
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Activity Chat Teams Calendar Calls
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Khi cudc hop mé ra, bAm nut Join now dé gia nhap cudc hop. Cé thé lwa chon bat Video hodc bat micro
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Hop giao ban Covid 19

i &

Video is off Mic is off Device

More join options

Join now v




< Hop giao ban Covid 19

00:06

M6t cudc hop vdi video cd thé moi t6i da 250 ngudi join cung 1 luc. Khi hop 6 tir 4 ngudi trd 1én thi s
chia man hinh thanh 4 phan. Méi khi cé ai néi thi ty dong hé théng sé hién thj gwong mat ngudi d6 1én

man hinh.

Trong cudc hop, ngoai hop video, ¢ thé chia sé man hinh may tinh, chia sé file tai liéu cho moi ngudi
cung xem. Moi ngudi ¢ thé tu ghi lai cude hop, sau khi két thic c6 thé xem lai
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00 Putme onhold

Ghi am cudc hop
Start recording

(1) share e Chiia s& anh, man hinh, tai
lidn

Qﬁ Turn off incoming video wss===* T4+ \;iqnn

Dialpad

4. LAM VIEC VO1 NHOM:

Moi ngudi c6 thé tim cdc nhdm va dang ky tham gia dé trao ddi, chia sé thong tin
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B&YTE

General

Bénh vién E

General

H6 tro ki thuat

General

Bénh vién Bach Mai

General

Hbi strc cap clru Viét Nam
General

Bénh vién Nhiét déi Trung uong

General

Bénh vién da chién Vinh Phuc

= S %
Activity Chat 9 Calendar Calls
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D& tim kiém va gia nhap 1 nhém, moi ngudi bam vao dau ba chdm & phia trén bén phai



f_—’ﬁ% Manage teams

Tao nhom mdi
+ Create new team/

85" Browse teams == 11N NNOM € gia nhap

F Join ateam with a code

Moi ngudi sau khi vao nhom, cé thé chia sé tin tirc, tai liéu chung
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& General ,fé\f ;

Héi strc cap curu Vigt Nam

POSTS FILES MORE

Em mdi upload 2 video Hugng d&p str dung Teams,
c6 phu dé tigng Viét. Moi ngudi bak vao Muc Files
dé xem nhé.
Noi lwu trik tai lieu chia
& Reply PP
sé cla nhém

You
T
Q° Feb 14,1506

Day |a tai liéu ting Viét vé strdung Teams. Céc Anh
Chi tham khao.

Tai lidu hudng dan sirdung Teams.pdf
6.06 MB

<«  Reply

You
© Feb14,1638

Em méi update ban Huéng dan méi nhat. Cac Anh/
Chi tham khao

Huong dan su dung Microsoft Teams co ba...
573MB

Bam vao day dé nhan tin
< Reply tdi group.
=y Nguyen T. was added to the team.

i @] <
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é General g &

Hoi strc cap cuu Viét Nam

POSTS FILES MORE

= Tai liéu huéng dan s dung Teams
Modified by Tran Anh Quan on 2/14/20

i TL tham khao HSCC
Modified by Ha Thai Son (KCB) on 2/14/20

[ TL tham khao Covid-19
Modified by Ha Thai Son (KCB) on 2/14/20



