TRUONG THPT CHUYEN LE KHIET

HUONG DAN SU DUNG MICROSOFT TEAMS PE DAY

VA HQC TRUC TUYEN
(Kém theo Huéng dan sé6 15/HD-LKNB, ngay 03/02/2021)

Kinh gui Quy thay co gi&o!

Cung c&c em hoc sinh than mén!

Tinh hinh dich bénh dién bién kha phutc tap, kha nang phai tién hanh day
hoc truc tuyen cho hoc sjnh la cd thé xay ra. Do vay, dé Ighéng bi dong khi tién
hanh, can phai c6 su chuan bi tru6c tur phia Nha truong, thay c6 giao va hoc sinh,
B¢ phéan chuyén mon Nha truong, hudng dan Quy thay cd giao va hoc sinh viéc st
dung Microsoft Teams dé day va hoc truc tuyén nhu sau:

I.PHAN HUONG DAN THAY CO GIAO.
Buére 1.

Trudc hét thay co gido truy cap link dudi day dé vao trang tai cong cu
Microsoft Teams, ding nhap tai khoan Microsoft ca nhan.
https://teams.microsoft.com/

Sau khi d4 dang nhap thanh cong, thay c6 nhan Get the Windows app dé
tai phan mém xubng may tinh, hodc tiy theo hé diéu hanh dang st dung. Hoic
nhan Use the web app instead dé sir dung phién ban Microsoft Teams online. Cac
budc tao tai khoan cling trong tu nhu bén dudi.

Buwoc 2.

Khai dong phan mém va luc nay thay co ciling dugc yéu cau nhap tai khoan
Microsoft, nhan Sign in dé ti¢p tuc.

Enter your work, school,
or Microsoft account.

Sign-in address




Tai khoan 1a: xx000000xxx@quangngai.itrithuc.vn (Do trudng cap)
Buéc 3:

Sau khi dang nhap vao Ms Teams, thay c6 kich vao Create a team d¢é tao 16p
hoc:

Join or create a team

P

Create a team

Kich vao biéu twong Class (Hinh chiéc cap)

Select a team type
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Class Professional Learning Staff Other
Discussions, group projects Community (PLC) School administration and Clubs, study groups, after schoal

assignmen ts FmEE I development activities

Cancel

Sau d6 dat tén 1op. Vi du: NGUYEN VAN A (HOA HQC)

Create your team

Teachers are owners 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.

Name

NGUYEN VAN A (HOA HQO) @

Description (optional)

Let people know what this team is all about

Cancel m

~ Trong phan Add people to “NGUYEN VAN A (HOA HOC)”, thay cd chon
phan Teacher dé add tai khoan cua T6 truong chuyén mon va thay co trong BGH
duoc phéan céng theo doi 16p hoc truc tuyen

T Ho va tén Chirc vu Tai khodn Microsoft Phan cong theo doi bd mon

1 | Vi1 Thi Lién Huong | Hiéu truéng | 5102050728 @quangngai.itrithuc.vn

Tat ca cac b mon

2 | Luong Thanh Hung | P. Hiéu truong | 5102050766 @quangngai.itrithuc.vn



mailto:xxxxxxxxxx@quangngai.itrithuc.vn
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3 | Cao Québc Oanh P. Hiéu truéng | 5102050722 @quangngai.itrithuc.vn
4 | Lé Van Trung P. Hidu trusng | 5102051017 @qguangngai.itrithuc.vn
5 | Nguyén Minh Cuong | T trudng 5102051034@quangngai.itrithuc.vn | Hoéa hoc
6 | Trin Thi Thanh Ha | T4 truong | 5102050746 @quangngai.itrithuc.vn | Ngoai ngit
7 | Ho Thanh Hong Té truong | 5102050725@quangngai.itrithuc.vn | Ly- CN
8 | Nguyén Tan Huy | Té truong | 5102050743 @quangngai.itrithuc.vn | Ngit vin
9 | Pham Viét Huy T4 truong 5102050763 @quangngai.itrithuc.vn | Todn
10 | Nguyén Hiru Loc T4 truong 5102050767 @quangngai.itrithuc.vn | Sinh-CN
11 | Lé Van Phuong T6 truéng 5102050740@qguangngai.itrithuc.vn | St, Pia, CD
12 | Hb Ngoc Tuan T4 truong 5102050734@quangngai.itrithuc.vn | TD-QPAN
13 | Lé Thi Thu Van T4 truong 5102053607 @quangngai.itrithuc.vn | Tin hoc

Add people to "NGUYEN VAN A (HOA HOC)"

Start typing a name to choose a group, Jistibution list, or person at your school.

skip

Sau do kich vao Close.

vao Schedule a meeting dé tao 1 cudc hop
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< All teams

NV

NGUYEN VAN A (HOA HQC)

General

Looks like you're on an old version of Teams. Update in 28 days to continue using the app. Download

General Posts Files Class Notebook Assignments Grades @ Team

G4 Meet now

Schedule a meeting

Welcome to NGUYEN VAN A (HOA HOC)

Choose where you want to start
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Upload Class Materials Set up Class Notebook

Pién cac thong tin ciaa cudc hop. Cha y 1a chon lich hep ca ngay (All

day) va hang ngay (Daily)

MON HOA HOC

New meeting Details cheduling Assistant

Close

1d All day

Sau d6 kich vao biéu twong Send va vao lai cudc hop da 1én lich

Gt Meet |~ (3) e



Looks fike you're on an old version of Teams. Update in 28 days to continue using the app. Download

MON HOA HOC Chat Details Scheduling Assistant “ Close

X Cancel meeting Meeting options Tracking
@  Feb2 2021 Feb 2, 2021 1d All day

5]} Occurs every day starting 2/2/21  ~
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Microsoft Teams meeting

Join on your computer or mobile app

Click here to join the meeting

Learn More | Meeting_options
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Kich chudt phai vao dong chir Click here to join the meeting dé copy link
cua l6p hoc va gui cho giao vién chu nhiém cac 16p day, thay cd giao chu nhiém
tap hop cac mon day 16p minh dua 1én nhom 16p va chuyén cho BGH.

“Luu y: Vi s0 dwong link s& rat nhiéu ( bang so gido vién). Vi vay, khi
chuyén duong link thay c6 can ghi rd ho tén va mon day. Sau day la mot vi du:
GV: Luong Thanh Hung (m6n Vit Ly)
https://teams.microsoft.com/l/meetup-
[0iNn/19%3a08ca8e47b4994d2a917688a012ce53e3%40thread.tacv2/15962
95237552?context=%7b%22Tid%22%3a%22912568cf-726e-421b-b907-

7f8034164baf%22%2c%220id%22%3a%2257d7ad30-5b99-4d1d-a245-
9d2aa26f4b30%22%7d

Buwéc 4: Vao giang day

Trén co s& thoi khoa biéu, thay cd tién hanh ding theo thoi gian biéu sau:

Tiét Budi sang Budi chiéu Ghi chu

1 6 gidr 45 - 7 gidr 35

7 gi&r 40 - 8 givy 30

13 gio 50 — 15 gio 30
8 gio 35 -9 qiv 25

9 gidr 40 - 10 gid 30

15 gid 45 — 17 gidr 25
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10 gio 35 - 11 gidy 25

Kich vao biéu tuong Join dé vao Ip hoc.



https://teams.microsoft.com/l/meetup-join/19%3a9eca6e3aa3794de499716c61f50c9cdf%40thread.tacv2/1611976421482?context=%7b%22Tid%22%3a%22912568cf-726e-421b-b907-7f8034164baf%22%2c%22Oid%22%3a%22e6eea987-888a-4b0c-a016-d32c55806a1d%22%7d
https://teams.microsoft.com/l/meetup-join/19%3a08ca8e47b4994d2a917688a012ce53e3%40thread.tacv2/1596295237552?context=%7b%22Tid%22%3a%22912568cf-726e-421b-b907-7f8034164baf%22%2c%22Oid%22%3a%2257d7ad30-5b99-4d1d-a245-9d2aa26f4b30%22%7d
https://teams.microsoft.com/l/meetup-join/19%3a08ca8e47b4994d2a917688a012ce53e3%40thread.tacv2/1596295237552?context=%7b%22Tid%22%3a%22912568cf-726e-421b-b907-7f8034164baf%22%2c%22Oid%22%3a%2257d7ad30-5b99-4d1d-a245-9d2aa26f4b30%22%7d
https://teams.microsoft.com/l/meetup-join/19%3a08ca8e47b4994d2a917688a012ce53e3%40thread.tacv2/1596295237552?context=%7b%22Tid%22%3a%22912568cf-726e-421b-b907-7f8034164baf%22%2c%22Oid%22%3a%2257d7ad30-5b99-4d1d-a245-9d2aa26f4b30%22%7d
https://teams.microsoft.com/l/meetup-join/19%3a08ca8e47b4994d2a917688a012ce53e3%40thread.tacv2/1596295237552?context=%7b%22Tid%22%3a%22912568cf-726e-421b-b907-7f8034164baf%22%2c%22Oid%22%3a%2257d7ad30-5b99-4d1d-a245-9d2aa26f4b30%22%7d
https://teams.microsoft.com/l/meetup-join/19%3a08ca8e47b4994d2a917688a012ce53e3%40thread.tacv2/1596295237552?context=%7b%22Tid%22%3a%22912568cf-726e-421b-b907-7f8034164baf%22%2c%22Oid%22%3a%2257d7ad30-5b99-4d1d-a245-9d2aa26f4b30%22%7d

Thdy 6 gido can chuan bj gido &4n (bang Word hay Power point,...) thyc hién viéc
chia s¢ man hinh hay dung camera quay truc tlep bang giang dé day cho cac em; Khi vao
tiét day, thay cd danh thoi gian 5 phat dé kiém tra si s6 hoc sinh, bang cach chon “chap
nhan” dé cho hoc sinh vao I16p hoc, thuc hién viéc diém dién trong s6 theo doi va danh
gia hoc sinh; tiét day s& kéo dai thém 5 phut theo thoi gian biéu da 1ap.

Trong qua trinh giang day, thay c6 c6 thé twong tic véi hoc sinh va nguoc lai; can
quy dinh cho hoc sinh khi hoc can tat biéu twong Mic dé khong gay 6n va khi duoc phét
biéu hoic mudn hoi thay cd gido thi hoc sinh méi ma Mic.

Trong qua trinh thyc hién, néu c6 gip kho khan, thay c6 lién hé voi thay Nguyen
Minh Cuong (TT t6 Hoa) hoic cac thay cd trong to Cong nghé thong tin cua truong dé
duoc huéng dan; Thay co chua trang bi dugc may tinh hoic mang internet & gia dinh
khong on lam, théy co c6 thé dén phong may cua truong dé thuc hién viéc day hoc truc
tuyen.

(Thay cb gido chu nhiém, guri phan huong dan nay trén nhém lép va hwong dan
hoc sinh I6p minh thyc hién; Nam rd sé lwong hoc sinh I6p minh c6 kho khan vé
mdy tinh, dién thogi hay mang internet. Phéi hop véi phu huynh dé tao diéu kién
tét nhdt cho hoc sinh khi hoc triec tuyén)

I1. HUONG DAN HQC SINH VAO LOP HQC

1. Khi c6 yéu cau hoc truc tuyén, hoc sinh can cir vao thoi khéa bieu cua
Nha truong dang thuc hién d€ vao hoc, thoi gian tiet hoc online s&€ kéo dai hon 05
phut, so véi tiet hoc binh thuong (danh cho viée dang ky vao hoc cua hoc sinh va
diém dién cua giao vién) theo thoi gian bicu sau:

Tiét Budi sang Budi chiéu Ghi chu
1 6 gior 45 - 7 giv 35
2 7 gior 40 - 8 gios 30
13 gid 50 — 15 gioy 30
3 8 gio 35 -9 gio 25
4 9 gidr 40 - 10 gior 30
15 gi¢ 45— 17 gio 25
5 10 gid 35 - 11 gior 25

- Hoc sinh hgc trén dién thoai di dong hoac may tinh bang
+ Tai Ms Teams tir App va cai dat.
+ Kich vao duong link ma thay ¢6 gido da giri.
+ Chon cach dang nhap khéng sur dung tai khoan.

+ Khai chinh xac thong tin ca nhan (Ho va tén, l6p) va doi thay co
giao chap nhan de vao 16p hoc.

- Hoc sinh hec trén may vi tinh



+ Mo web.
+ Copy dong link ma thay cd gui rdi dan vao web.
+ Chon cach dang nhap khéng sur dung tai khoan.

+ Khai chinh xac thong tin ca nhan (Ho va tén, 16p) va doi thay cd
giao chap nhan dé vao 16p hoc.

2. Mt s6 yéu cau doi véi hoc sinh khi hec truc tuyén

- Can chuan bj day du séch gido khoa, vé ghi, v& nhap, dién thoai di dong
hay may tinh bang hay may vi tinh c6 két noi internet.

- Vao 16p hoc theo dung mén/I6p hoc trong thoi khéa bieu cia Nha truong,
dung thoi gian biéu da quy dinh, khan truong hoan thanh viéc dang ky vao 16p dé
thay c0 tién hanh diém dién trong 5 pht dau cua tict hoc;

- Tham gia I6p hoc nghiém tdc, ghi chép v& hoc cjéy du, hoan thanh bai tap
theo yéu cau cua thay co giao bd moén; Sau hoc truc tuyen, thay co giao bo mon sé
kiém tra va v ghi cta hoc sinh s€ la mot tiéu chi dé danh gia hoc sinh.

- Trong gid hoc, ¢ trang thai binh thuong, hoc sinh s& nhin thay bai giang
cua thay c6 va nghe thay cb giang bai hoac phat van,...(hs tit biéu tegng Mic trén
man hinh dé khéng gay nhidu am thanh, on &o 16p hoc); Khi mudn phét biéu, hoc
sinh bAm vao biéu tuong gio tay va khi dugc phép cua thay ¢ giao thi mo Mic dé
phét biéu, phat biéu xong dong Mic lai ngay.

- Hoc sinh vang hoc phai c6 xin phep cua phy huynh bang cach nhan tin cho
gi4o vién cha nhiém bang so6 dién thoai ma phu huynh déng ky trong ho so 16p.
Gido vién chu nhiém, cong khai danh sach hoc sinh vang hoc c6 phép hay khong
phép trén nhdm 16p; Lop phd hoc tap, thdng qua nhom 16p phd hoc tap véi Gido
vu béo vé Gido vu (cd S§) hang budi dé tong hop bao BGH.

Trén day 1a huéng dan hoc sinh khi hoc truc tuyén, hoc sinh can chuan bj
chu dao, theo ddi dé thuc hién khi c6 yéu cau hoc truc tuyén. Khi thuc hién, néu cé
kho khan, hoc sinh lién hé véi thay cd gio chi nhiém dé duoc giap da./.

KT. HIEU TRUONG
PHO HIEU TRUONG
(da ky)

LUONG THANH HUNG



