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Ca&m nang day hoc trwc tuyén

Giao duc Viét Nam hién nay dat
trong thoi dai ctia nén kinh t& canh
tranh, hoi nhap trén sirc manh cla
tri thire, cla xa hoi théng tin, cla
van minh tri tué...: Mét Ia, chang ta
dang budc vao thé ky chia nén vin
minh théng tin, thoi dai ctia bung nd
thong tin. Sy bung nd thong tin yéu
cau gido duc ciing phai thay di muc
tiéu dao tao, tr muc tiéu cha yéu
dao tao kién thirc va ky nang sang
cht yéu dao tao nang lwc. Hai la, sw
bung nd tién bd khoa hoc — k¥ thuat
da anh hwéng rat Ién dén phwong
phap day va hoc cla ca nguoi day
va ngudi hoc. Chinh bung nd tién bo
khoa hgoc cong nghé, dac biét la
cong nghé thong tin va truyén théng
dan dén cong nghé héa trong hoat
dong day va hoc. Bung nd tién bo
khoa hoc tam ly — giao duc trong
nhirng thap ky vira qua doi hdi cac
co s& gido duc can ddi méi phuong
phap phat trién chwong trinh,
phwong phap day hoc, phwong
phap kiém tra danh gia (bao gdm:
muc tiéu, ndéi dung, gidi phap thuyc
hién). Pay chinh 1a co s& dé tién
hanh xay dwng mé hinh céng nghé
day hoc phat huy nang Iwc nguoi
hoc phi hop v&i bdi canh hién nay.

Loi mé dau

Viéc st dung cdng nghé thong tin
trong day hoc doi hdi ca ngwdi day va
nguwoi hoc tich hop nhudn nhuyén dé dat
muc dich day — hoc v&i hiéu qua cao. Bay
chinh Ia s cdng nghé hoéa qua trinh day
hoc théng qua viéc td chirc mét cach
khoa hoc, dung quy trinh. Phwong phap
va phwong tién day hoc dwoc coi la cong
cu co ban dé& dat dwoc muc dich va
nhiém vu day hoc theo quan diém cong
nghé day hoc. Day hoc truc tuyén ngay
cang dwoc ap dung rong rai & hé théng
gido duc cac trwong & Viét Nam, day
duoc xem la xu thé tat yéu trong thoi dai
cong nghé 4.0.

Trwéng Pai hoc Cong nghiép Thwe
phdm Thanh phé H& Chi Minh bién
soan Cam nang day hoc tryc tuyén bang
phan mém Microsoft Teams nham hd tro
ngwoi hoc trong qua trinh td chire day hoc
truc tuyén hiéu qua hon. Tai liéu dwoc bd
cuc trén nén tang céc ly thuyét khoa hoc
gido duc két hop cac ky thuat st dung
phan mém hé tro gidng day trwc tuyén va
dwoc md phéng day hoc trén phadn mém
Microsoft Teams va mot sb khuyén céo
cho nguwdi dung trong qua trinh td chirc
16p.

Chung t6i hi vong tai liéu la tro tha dac
lwc cho nguwdi hoc trong qua trinh thwc
hién day va hoc truc tuyén nhdm dat
chuan dau ra méon hoc dw kién. Trong qua
trinh bién soan, du da rat cb gang nhung
chdng t6i tin rang nhidu noéi dung con
thiéu sét can chinh stra, b sung dé hoan
thién cho céc |an tai ban tiép theo. Moi y
kién déng gop xin gri v& Ban Chi dao dao
tao tlr xa va dao tao truc tuyén.
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Ca&m nang day hoc trwc tuyén
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Cém nang day hoc truc tuyén
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Cam nang day hoc truc tuyén
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Ca&m nang day hoc trwc tuyén

(&R Gioi thiéu

Microsoft Teams Ia nén tang truyén thong hop nhét két hop céc tinh ‘néng hoi thoai,
dam thoai, video, notes, va tép dinh kém - la khong glan lam viéc cho cong tac va giao
tiép theo thoi glan thwe, cac cudc hop, chia sé tép va ung dung cho mét té chirc. Micro-

oft Teams la ung dung du’crc tich hop voi bo Office 365 co6 cac tinh ndng mé réng ma co
thé tich hop voi cac san phdm khong phai ctia Microsoft.

A Wu diém cua Microsoft Teams so vé&i cac phan mém khac

Hién nay c6 kha nhiéu phan mém hé tro' day hoc tryc tuyén khac nhau nhw Microsoft
Teams, Zoom, Google Classroom, Google Hangout, TrueConf, Vsee.. tuy nhién cac
phan mem nay dé st dung dwoc hay dung duoc toan bd tinh nang déu yeu cau phai mua
ban quyén st dung.

Do HUFI dwoc Microsoft cAp mién phi license bo Office 365 (bao 96m hép thw dién ttr,
cac wng dung Outlook, Onedrive, Teams...) cho nhén sw va sinh vién, hoc vién toan
trwong, vi vay viéc st dung Teams sé& hoan toan mién phi va khéng bi han ché tinh nang.

® Mot sé wu diém khi str dung Teams:
« Céc cong cu déu ndm chung mét vi tri, d& dang hon trong viéc st dung

+ Khéng tén phi cho ngwoi dung Office 365. Str dung chung cac (rng dung trong
Office 365 nhw Forms, OneNote, Calendar, Streams... lam tai nguyén gidng day, lwu tri
chung.

« Théng nhét nguoi dung trong mét té chire, vi vay quan ly sinh vién va
I6p dé dang.

« Bd sung cac cdng cu trd chuyén (nhw Trello,...)

* Tich hop cac cdng cu ttr cong ty khac vao Teams (nhw Zoom...) -

+ Mot s6 tai liéu cli ma ban da chia sé véi

moét nhom cach day vai thang, x6a kénh, cac ﬂ
tép van dwoc lwu trlr trong trang SharePoint, N L
do d6, ban sé khéng bimat. S8 7 R B o

http://hufi.edu.vn 2



Cam nang day hoc truc tuyén

[E} Hwéng dan dang nhap, cap nhat bao mat hop thw dién tir do trwéng cép.

Sinh vién HUFI khi s dung MS Teams_ can phai cé tai khoan email
masinhvien@hufi.edu.vn dwoc kich hoat ban quyen Microsoft Office 365 (do Trwdng
cap). Hién toan b sinh vién dang hoc tai trwong da dwoc cap mot tai khoan thw dién ti
v&i thdng tin nhw sau:

A Tén hép thw: masinhvien@hufi.edu.vn
A Mat khau tam: Hufi@140 (Cht y chi¥ hoa, chi¥ thuong)

Dé str dung dugc hop thw dién tdr, sinh vién phai tién hanh dang nhap déi mat khau
tam va nhap théng tin bao mat hép thw theo hwéng dan sau:

M& Web Browser (Chrome, IE, ...), tai
thanh dia chi, go dia chi:
http://mail.hufi.edu.vn. o

B2 Microsoft

© Tai ctra sb dang nhap, nhap email va

mat khau da duwoc cap. Sign in
@hufi.edu.vn
o ? |
B® Microsoft No account? Create one!
P @hufi.eduvn Can't access your account?
Enter password Sign-in options

........ | Back Next

Forgot my password

® Néu la 1an dau sir dung hodc dét lai mat khau do quén, hé théng sé yéu cau doi
mat khau tam thoi:

N E% Microsoft (2]
Nhap mat khau dang co @hufieduvn
Nhap mat khau méi Update your
password
Nhap lai mat khau mai You need to update your password

because this is the first time you
are signing in, or because your
password has expired.

(OO EGED] phai co6 Kurrent password

chi hoa, chi¥ thwong, so va
it nhat 8 ky tw). New password

Confirm password

http://hufi.edu.vn 3




Ca&m nang day hoc trwc tuyén

8% Outlook °

[Tigng viet (viet Nam) ~

[(urc+07:00) Bangkok, Hanci, Jakarta

(3 Save

® Khi da xong, ban sé vao
giao dién rng dung hdp thw dién

tr MS Outlook.

trén bén trai clra s6O dé mé danh
sach wng dung, sau do6 chon tng

© Chon biéu tuong i
2

Dung Teams.

B Microsoft

(6]

hufi.edu.vn

More information
required

Your organization needs more
information to keep your account

secure

Use a different account

Learn more

Next

® Sau d6 nhap mat khau:

B= Microsoft
@hufi.edu.vn

Enter password
(8]

Forgot my password

© -Chon ngdn ngtr hién thj va mui gio, sau doé
chon “Save”.

v lel
b
H

i mow®vND <
¥
i
i

Apps
@ ouook & onevrie

T T

@ oo Wowe [
B suerone e
o sy -

Aapps >

Documents

A

Wecant o your et g gt

Mg tadmate More docs >

6 Néu ngudi st dung chwa co théng tin bao mat
theo yéu cau cua HUFI, hép thoai thém thong tin
bao mat sé hién ra nhw hinh bén canh. Chon Next.

@ Dau tién can nhap lai mat khau, chon “re-en-
ter my password’:

B Moot Ghufieduin | 2

confirm your current password

© Néu may tinh 28 yicosoft
st dung la may ca
nhan va khéng muon . .
nhdc nhap khdu Stay signed in?
nh!?u I‘an khlﬁ het cac Do this to reduce the number of
phlen I?m ‘Vle(?’ Chhgn times you are asked to sign in.
Yes. Néu la may cong
c()ng hodac mudn bao O pon't show this again (o)

mat cao hon chon
No. No Yes

@hufi.edu.vn
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Cam nang day hoc truc tuyén

@ Chon phuwong thirc xac
thwe bang dién thoai.

Chon quéc gia la Viét
Nam, nhap sO dién thoai
cla ban, sau d6 chon “text
me”, hé thong sé gii moét
tin nhan dén dién thoai di
doéng cua ban, trong dé cé
ma xdc nhan.

B2 Microsot

don't lose access to your account!

Please verify your authentication phone number below.

@

Authentication phone
Vietnam (+84) ~
foe__.._ 1

V¢&i phwong thirc Email,
hé thong sé g&ri moét thw co
mé& kiém tra dén hop thw
ban khai bao va yéu cau
ban nhap ma email da nhan
roi chon Verify.

V¢i phuwong thire cau
hdi bao méat, ban can chon
va tra |oi 5 trong 7 céu hdi
cho san theo dung th tuw.
Moi cau tra loi dai tir 3 ky tw
tré Ién.

® Dé tang dd bao mat va sau nay co thé ty dat lai mat
khéu khi quén, chon it nhat 1 trong 3 phwong thirc dwoi
dé xac thuc.

B Microsoh ©hufieduvn | 7

don't lose access to your account!

To make sure you can reset your password, we need to collect some info 50 we can verify who you are. We won't use this to spam you - just to keep your
account more secure. You'll need t set up at least 1 of the options below.

@ Authentication Phone is not configured. Set it up now <3 Xac thyrc béing dién thoai.
<= Xicthycbing Email @

O sccuiity Questions are not configured. Set them up now <"1~ Xéc thyc biing cu hoi bio mat.

@ authentication Email is not configured. Set it up now.

cancel

@®Nhap ma xac nhan tip s
tin nhan, chon Verify dé hé
thong kiém tra. Néu hoan
tat, hé thong sé quay vé
clra s6_phuong thirc xac
thwe, dau check mau xanh
cho biét ban da ching thire
xong 1 phuwong thire. Neu
mudn xac nhan phwong
thirec chirng thwc khac,
chon “Set it up now” & phuwong thirc can. Néu xong chon
“Finish”.

B2 Microsoft

don't lose access to your account!

Please verify your authentication phone number below

Authentication phone

We've sent a text message containing a verification code to your phone.
lposs16 verify try again

back @

don't lose access to your account!

Thanks! We'll use the info below to recover your account if you forget your password. Click "finish” to close this page.
oAuthenhEatiGn Phone is set to +84 0908886577. Change

OAuthenhtation Email is set to snguyenanh@gmail.com. Change

0 Security Questions are not configured. Set them up now

finish cancel

Lwu y: ban nén chon 2 phwong thirc chirng thwe dé néu lic can gép, phwong
thire nay khéng hoat déng thi con phwong thirc chieng thwe khac.

Khi da xong, ban sé vao giao dién (rng dung MS Teams trén trinh duyét.

Microsoft Teams

© Frivate chat and calling

http://hufi.edu.vn



C&m nang day hoc trwc tuyén

EEX Chay truc tiép Microsoft Teams trén Web Browser hodc tai, cai dit phan mém
Microsoft Teams

Link chay trwc tiép trén Web Browser (Chrome, Edge, IE, Opera..):
https://teams.microsoft.com

Chu y: thiét bj di dong khong chay Microsoft Teams trwc tiép trén Web Browser

o"O2g
111

ma phai cai &rng dung Microsoft Teams.

Link tai b cai dat 'ng dung Microsoft Teams:
A Windows: https://bom.to/RZp78Z

A Android: https://bom.to/qy13dk

A 10S: https://bom.to/HVUEZe

[EXR Ping nhap, giao dién va thay déi ngén ngir hién thj
Chay trng dung Teams hoac gd dia chi *ng dung Teams trén trinh duyét Web.
D&ng nhap vao béng tai khodn email clia trwdng (__ @hufi.edu.vn) va password.

Giao dién Teams khi dang nhap c6 thé 1a t[éng Anh hay tiéng Viét tuy thudc vao cai
dat ngdn nglr cta tai khodn va dé dang thay doi.

Chuyén dbi giao dién tir tiéng Anh sang tiéng Viét va ngwoc lai.

Search or type a command

T6 mang Webometrics IcT

©® Chon nut biéu
twong quan ly tai
khoan phia trén bén
phai ctra s6 Microsoft
Teams, chon Settings
© Available > (Cé| dét)

& Set status message

! Change picture

[] Saved

3% Settings

http://hufi.edu.vn 6



C&m nang day hoc trwc tuyén

Settings

53 General
& Privacy
L1 nNotifications

% calls

(2} Chon
ngon ngir tiéng
Viét hoac tieng
Anh, sau do
chon Save and
restart.

Theme
é
é
Default Dark High contrast
Language

Restart application to apply language settings.
App language determines the date and time format,

Tiéng Viét (Viét Nam) v 0

Keyboard language overrides keyboard shortcuts,

English {United States) ~

Save and restart

Giao dién tiéng Viét

Microsoft Teams

Tro chuyén Gindy Danhba

Vo \s
=

& e

Y

C6 cudc hdi thoai riéng tu

D6 khi ban chi mun trd chuyén hodc goi video riéng hogc véi mot nhom.

© Goi dién va trd chuyén riéng tv

http://hufi.edu.vn



C&m nang day hoc trwc tuyén

EE¥A Thanh Iénh bén trai cira s6 MS Teams

01 Lich st cac 1&nh. Chuyén dén cac 1énh da chon trwdc hodc sau.

Hoat dong (Activity): Hién thi cho ban cac hoat ddng méi nhat cia Nhém ma ban tham gia.
Giup ban ludn cap nhat théng tin.

Tro chuyén (Chat): Noi lwu gilr cac gilr cac cudc hoi thoai clia ban. Cung cép lich st tro
chuyén day dd. Tuy nhién, dé trd chuyén trong mét team, ban nén st dung Teams menu.

(@)
w

(@)
(&)

Nhém (Teams): Téng quan vé& tat ca cac nhém (Team) clia ban ma ban I thanh vién va cho
phép ban di sau vao tirng kénh (Channel) trong cac nhém (Team) nay. Bay ciing la noi ban
¢6 thé tao mot Team.

Bai tap (Assignment): Xem, tao, quan ly bai kiém tra. St dung cho cac nhém loai I6p hoc.

Lich (Calendar): di‘)ng b cac cudc hop cua ban tir Outlook va cling cho phép ban I1én lich
cac cudc hop trong Lich dé gtvi @én Team.

(@)
~

Xem, quan ly cudc goi am thanh hodc video.

Tép (File): Trong Tép, ban cé thé nhanh chéng tim va xem tép trén OneDrive va trong
Teams. Ngoai ra con cé phan loai Recent dé ban co thé nhanh chéng truy cap cac tai liéu
m&i nhat ma ban dang lam viéc

Thém nat Iénh, (rng dung vao thanh 1énh bén trai.

[EXE] Tham dw I&p hoc (Team) trong Microsoft Teams
EEZXEEN Tro chuyén trong Teams

@ Tim kiém hoac g8 Iénh @ —

o0

Cude goi
video

Trd chuyén Gindsy Derhby Y ‘2‘, ITCZ Trochuyen Tep -+

& Nouyén Anh son d

linh Bao va 9 ngudi khic vao cudc trd chuyén.

@ IC 1602 Nguyén Anh Son 43 n thanh ITC.

W s & Tt

* Tran Minh Bio 25/03 Cudc go07™
Ban: OK 0C 8O

@ Théi Dodn Thanh 1003 thoai

Ban: Bén Sen nghe tigng r&

Chia sé
man hinh

Nhap tin
nhén

Nhap tin nhin m;

A1 OB E D 9 - >

http://hufi.edu.vn 8



Ca&m nang day hoc trwc tuyén

Gidng nhw cac phan mém CHAT khéc, tuy nhién ngwdi ban mudn trd chuyén can phai
¢6 tai khoan MS Teams (Pa dang ky MS Teams).

Chung ta c6 thé trd chuyén theo c& nhan ho&c theo nhém (Group).

Thoi diém tro chuyén, cé thé gd chir, ding cudc goi thoai, cudc goi video.

[EZXEFA Nhom (Teams) va Kénh (Channel)

Team: D& bat dau hop tac, lam viéc nhom, ban can mot team. Thiét 1ap Teams rét dé
dang va dwoc thye hién trong mét vai ci nhap chudt. Ban can nhap tén team va mo ta vé
team sau do6 cho phép cac thanh vién trong nhom dwoc thém vao.

Channel: M&i Team c6 cac phan phu, duoc goi la Kénh (Channel) Kénh chung (Gen-
eral Channel) s& tw dong dworc tao khi ban tao Team. Ban c6 thé c6 nhiéu Kénh (Channel)
trong mot Team. Vi du: ban c6 thé c6 Team ‘TT- CNTT va sau do la cac Kénh (Channel)
nhw ‘Té hé thong Mang’ ‘T k¥ thuat Phong may’, ‘Té dich vu do tao’, v.v. Hodc Team 13
tén mon hoc va cac Kénh (Channel) la cac chwong clia mén hoc v.v..

« Kénh gitp ban phan chia cac chd dé khi lam viéc trong Team, noi dung lam viéc vé
vén de gi thi chon dung Kénh (Channel) do dé lam viéc, khi do tat ca noi dung lién quan
chi nam trong 1 kénh, gitip ban dé& theo d&i va twong tac.

« Kénh c6 2 loai |a Tiéu chuén va Riéng tw.

[ZXXER Tao Nhém (Team)
Microsoft Teams “ Tim kiém hoac g8 lénh
Tham gia hodc tao nhom Tim kiém nhém Q
Tao nhém Tham gia nhém béng ma CLB FAFI €LB TAI CHINH
Céng khai Céng khai

HOAT BONG HOC THUAT SV KHOA TCKT NHONG NGUSI VEU THICH TAI CHINH

000 wrsp ms

n

08DHBM2 Ace HUFI-Hoc Tap HUFI - DHQTDVNH
Céng knai Céng knai Céng knai

Cong nghé ché tao may 1
Céng knai

Caing nghé ché ts0 méy 1 DHBM? - gr ding t céc m3 Idp cho cic Sinh vién Nonh Qud
tham gia. Chi join v n hoc 16 g, Taeng B4 Co

Chon tao nhém

http://hufi.edu.vn 9



Ca&m nang day hoc trwc tuyén

O Nhap tén nhoém, mé ta
nhém. Chon “Quyén riéng tu”
Néu chon “Cong khai”, m0| ngucyl
trong té chirc déu co the thay va
tham gia nhém. Néu chon Rleng
tw, Chi chd s& hiru nhém méi co
thé thém thanh vién, sau d6 chon
“Tiép theo”.

® Nhap tL‘mg sinh vién hoac
nhém sinh vién vao thanh vién
nhém bang cach nhap ma sé
sinh vién can dwa vao nhom
(Teams).

Sau khi
“Thém”.

nhép xong, chon

[EXEXY Tao Kénh (Channel)

Tao nhém cua ban

Gigo vién 13 chi s& hitu cdia nhom I8p hoc va hoc vién tham gia véi tu cach 13 thanh vién. M&i nhem
16p hoc cho phép ban tao cac bai tap, bai kiém tra, ghi lai ¥ ki€n phan hdi clia hoc vién va cung cdp
cha hoc vién khong gian riéng tu & ghi chd trong S8 tay I6p hoc.

Tén

Bt busc

Mé t {tily chon)

Tao nhém bing céch sif dung nhém hién tai lam miu (1)

Thém thanh vién véo
Hocvién  Gio vién
¢ Trin Ha Chi %
K Kigu Thanh Long X

Bt dau nhap tén dé lua che

[ ]

Nhém du an lap trinh Web

Chung @ Xem nhom
=l Thém kénh

Nhap tén Kénh, mé ta va chon quyén, sau d6

chon “Thém”.

Néu chon “Tiéu chudn”,

moi ngwm trong

Nhom (Team) déu thay kenh nay va déu xem
dwoc tai nguyén cla kénh. Néu chon Rleng tw,
chi nhung thanh vién dwoc “Thém” vao méi thay

va xem ndi dung Kénh.

76 Than Chic Quynh Giang X

LK1TTOS

™ Tran ThiHea x

n.

g L DiguQuinh o

Student-2018

Kénh chung dwoc ty dong tao.

~ Chon Nhém can tao kénh => chon
dau ... bén phai tén kénh => Chon
thém kénh.

Tao kénh cho nhém "LK1TT05"
Tén kénh

M6n 2. Soan thao van ban véi Microsoft Word €]
M6 t (tily chon)

Cung cap kién thiic, ky nang soan thae van ban bing Microsoft Word.
S8 budi hoc: 5 busi

Quyzn riéng t

Tiéu chuan - Hién thj véi t3t cd moi ngudi trong nhém v @

Ty @6ng hidn thi kénh n3y trong danh sich kénh ciia moi nguéi

http://hufi.edu.vn



Ca&m nang day hoc trwc tuyén

[EXA Tham gia I&p hoc trwe tuyén trong MS Teams

Khi gidng vién mé mét 1ép hoc phén trwc tuyén (tao mot Team), sinh vién cé tén trong
danh sach I&p hoc phan sé dwoc giang vién dwa vao danh sach hoc vién bang ma sinh
vién. Khi I&p hoc ph&n da mé hoan tat, trén Microsoft Teams clia sinh vién sé& xuét hién
|&p hoc phan dé.

Khi d6 sinh vién c6 thé vao Lop hoc phén trén Teams dé download céc tai liéu, theo
déi lich giang day va tham dy cac budi hoc truc tuyén theo lich ctia gidng vién.

C6 mét sé cach dé tham gia mot budi hoc trwe tuyén:

Microsoft Teams E ] Néu giang vién da lén
- lich hoc, Bi dén Ljch
- - & thanh Iénh bén tréi cla

() Homnay < > Thing42020 v . . e~
0 or o8 0 10 trng dung, trong giao dién

. kY R ~
i s T e Thasu lich tim budi hoc dwoc [én

5:00 CH |iCh.

 Mén 1: CAN BAN VE MAY
TiNH - BUGI 2 - CHUONG
23

500 CH

700 CH

e M& lich va chon
[E] Mon 1: CAN BAN VE MAY TINH - BUGI 2 -CHUONG 23 rochun Tio et sicnscseop s g = - “Tham gia” & goc trén

 vuiong hdi sp Theo dsi

) Ngiy 10 thing 0 i 2020 17302030 N Yo

Néu giéng vién khong tao lich, vao kénh Chung hoac kénh co lich hoc dung gio hoc
trwe tuyén, chon “Tham gia” khi gidng vién mé budi hoc.

Vao hop thuw dién t& trwdng cap dé kiém tra lich hoc va lién két dén budi hoc truc
tuyén do giang vién g cho sinh vién khi m&i tham gla I&p hodc sau khi gidng vién tao
lich budi hoc, mot email s& dwoc glri dén hop thu clia nhivng sinh vién trong danh séach,
théng bao thai gian hoc va dwdng link dén budi hoc.
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Cam nang day hoc truc tuyén

B Cac cong cu trén cira s6 hop trwe tuyén

Trén clra s6 hop trwc tuyén, khi di chuy&n chudt sé xuat hién thanh cong cu phia duéi

man hinh.

Tim kiém

Menu lénh khac.

3.Chia sé man
hinh thiét bi.

Chu dé va thoi
gian da hop.

Test

4. Hién thi hop “Tro

chuyén trong cudc
hop” bén phai.

5.Hién thi hop
danh sach nguoi
tham dw hop bén

Wi mai nenri tham aia efina han

_ wi
1. T&/M&

Camera clia 2.Tat/Mé Micro
thiet bi. clia thiét bi.

0

@ o 8 B -

Negit két noi
budi hop.

Tim kiém hoac g6 lenh 9 =)

Xem cai dat M
Loa, Camera.

Lap, xem ghi cha
cho budi day.

6.Ghi lai va dung
ghi budi day.

7.Bav/Tit video
dén.

EECENN

Ul

Tré chuyén trong cugc hop X

£53 Hién thi cai dat thiét bi

B Hién thi ghi cht cudc hop

& Chuyén sang ché d6 toan man hinh
Ban phim
© B4t dau ghi

(# Tatvideo dén

Mdi moi ngt##i tham aia ciina han

N e g

Tra lai

A 2 O @B B - B
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Ca&m nang day hoc trwc tuyén

\

1. T4t/ M& Camera: khi thiét bi tham duw I6p hoc c6 Camera (Laptop, Mobile), niit nay dung dé tit hosc
mé Camera khi tham du I&p hoc. Néu diing mang 3G, 4G c6 thé tit Camera dé tiét kiém Data.

Cac cong cu quan trong:

2. Tat / M& Micro: khi tham duw I&p hoc, nén tit Micro khi khéng phat biéu dé tranh nhigu &m thanh. Tuy
nhién néu ban st dung tai nghe c6 Micro chdng nhiéu, cé thé khdng can tat Micro.

3. Chia sé: cong cu nay glup chung ta dwa cac man hinh khac nhw Powerpoint, Web Browser v.v.. [én clra
s6 hop. Can phai mé& cac clra sb can chia s& trudc, sau dé méi chon cong cu “Chia sé” rdi chon clra s6 can
mé. Clra sb dwoc chia sé sé& khdng hién thi tirc thdi ma sé duoc hién thj sau khoang tr 10-30 gidy tlly theo
dudng truyén, vi vay ban can chd khi cac thanh vién hop xac nhan da thay ctra sb chia sé rdi tiép tuc thuyét
trinh. Khi mét ngudi dang chia sé thi ngudi khac khong thé chia sé, phai tét di thi ngudi khac méi chia sé
duorc.

4. Hién thi cudc hdi thoai: mé cira s6 “Trd chuyén trong cudc hop” & bén phai dé cac giang vién, sinh vién
c6 thé trao ddi chung khi dang theo dai budi day.

5. Hién thi nguou tham gia: mé clra sb “Moi nguo’l & bén phai hién thi danh sach nhirng ngwo’l dang tham
gia, nhirng ngudi cin moi, nhivtng ngudi ngét két néi va hdp “Mai ngudi ndo dd” tham du budi hoc. Tuy nhién
chuing ta khéng thé moi ngudi ngoai t chire tham dy thém trong budi hoc.

6. Bat dau ghi: ghi lai budi hoc tir khi bAm nit cdng cu. Giang vién s& chl dong ghi budi hoc khi bat dau,
khi két thiic budi hoc, can bam “Dirng ghi”. N6i dung ghi sé lwu trong Microsoft Stream. Ty theo d6 dai budi
day, tr 15-30 phtit hodc lau hon, sau khi dirng ghi, hé théng clia Microsoft s& gl vao email clia gidng vién
duwdrng link dén ban ghi cuéc hop.

7. Bat/T4t Video dén: khi bang théng mang dir liéu clia ngudi tham du budi hoc thép, c6 thé tat Video dén
dé gidm dung luong div liéu chuyén tlr mang dén thiét bi ctia minh, gitip budi hoc dn dinh hon.

8. Lap, xem ghi chti budi hop: Trong lic dang day, c6 thé xem hoac ghi chu lai cac théng tin quan trong,
canluuy. )
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Ca&m nang day hoc trwc tuyén

MOT SO LUU Y TRONG '
QUA TRINH HOC TRUC TUYEN
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Ca&m nang day hoc trwc tuyén

FER Phwong phap hoc trwe tuyén

01
02
03
04
05
06
07
08

Lwa chon moi trwérng hoc tap phu hop

Mét méi trwdng hoc tap phi hop, dem lai cdm giac gan gii, thoai mai, tao ngudn cam
hing cho ngudi hoc va gilp viéc tiép nhan thong tin, tiép thu kién thire nhanh, d& dang
hon.

Hinh thanh théi quen hoc tap hang ngay

M&i ngay nguwdi hoc danh ra mét khoang thdi gian cho viéc nghién ctru, tim hiéu cac
kién thirc can thiét cho bai hoc online sé gitip kho tang kién thirc ngay cang phong phu va
nhé lau hon.

DPoc tai liéu, giao trinh trwwéc khi hoc online

Nguoi hoc nén doc trwéc tai liéu, gido trinh rdi méi mé may tinh hoc truc tuyén dé
ndm duoc kién thirc ngay va dé& ghi vao dau kién thirc d6. Ngoai ra diéu nay con gitp
nguwdi hoc c6 thé theo ddi mach bai gidng mat cach trdi chay, lwu loat khdng bi gian doan.

Néang cao ky nang doc nhanh

Téc d6 doc can duoc chi y khi tham gia vao hoc truc tuyén. Boc nhanh, ndm bét dugc théng tin ma
minh doc d& dang va kip thdi gitip néng cao hiéu qué hoc tap dang ké. V6i luong kién thirc khong nhé can
finh hdi trong tirng bai hoc thi doc nhanh la cach dé& ngudi hoc cai thién higu qua hoc tap ctia chinh ban than.

Reén luyén tinh than tw giac hoc trwe tuyén

Rén luyén tinh than tw giac, chi dong sé la diéu kién tién quyét dé nguwdi hoc hoc tap
hiéu qua va hop li. Nguwoi hoc phai co quyét tam hoc tap cao do, dé duy tri hoc tap déu d&n
va khong bi sao nhang.

Tich cwc hoat dong nhém, chia sé thong tin
Nguoi hoc can tich cuc hoat ddng nhém, chia sé théng tin gip viéc hoc tap hiéu qua,
nhan nhiéu kién thtrc bd sung cho nhau va cai thién chét lwgng hoc.

Két hop véi trai nghiém thuwec té
Hoc kién thirc két hop v&i sw trai nghiém thuc té dé gitip ngwdi hoc ghi nhé bai sau
hon va hiéu mot cach cu thé hon vé van d& minh dang hoc.

Lién twéng dé ghi nhé hiéu qua hon

Ddi v6i phuong phap hoc trurc tuyén thi viéc lién twéng khi hoc Ia phuong phap Iy tuéng nhét nén duoc ap
dung, ttr nhiing kién thirc da nghe ngudi hoc sé lién tudmng mét cach logic va hop ly theo cach ctia ban than giup
nhé nhiing thong tin d6 mét cach sau s&c hon, tir @6 viéc hoc clia ngudi hoc sé 06 hiéu qué cao va gi tri hon.
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Cam nang day hoc truc tuyén

FH Cac diéu kién cho viéc hoc trye tuyén

® Chuan bij ché hoc:
+ Tim mét khu vye thodi mai, yén tinh va tap trung hoc duoc.

ot Ché hoc nén tach biét khéi khu vuc giai tri, tot nhat 1a tranh xa tivi hodc cac vat dung
dé gay phén tan khac.

® Han ché sw phan tan:
+ Hay twéng twong ban dang ngdi trong I16p hoc & trwdng ch» khéng phai & nha.
+ Tranh xa dién thoai ho&c cac vat dung dé gay sao nhang.

® Lén ké hoach hoc tap:

+ Bam sat ké hoach hoc tap do giang 10:30 ol = =
vién va nha trwong cung cap.
+ Chia nhé céc ndi dung can hoc thanh
cac viéc cu thé va 1én ké& hoach thyc hién
nhirng viéc kho nhét trwée (khi ban dang ¢
nhiéu ndng lwong nhét).
@ Ghi chép: e

Trong qua trinh hoc online, hay chuy
ghi_chep dé khong bi gian doan noi dung
budi hoc.

® Néu y kién va nho tro gihp:
Khi gap khé khan hodc coé bat ky théac
mac nao, dwng tim cach bd qua no. Hay

néu van dé va&i ban beé, ngudi than hodc tim
sy trg gilp ttr gidng vién. —

® Thay déi khéng khi:

Trong qua trinh hoc online néu cadm thay
kho tap trung, hay nghi ngoi mt chuat roi
quay tr& lai bai hoc. Nhirng luc nhuw vay
ciing can cho giang vién biét.

@ Nhat ky hoc tap:

St dung nhat ky hoc tap dé theo d&i qua -
trinh hoc tép cda ban than, ddng thoi gh| lai
nhung cau hoi, thc mac lién quan ma ban
mudn gidng vién giai dap.
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Cam nang day hoc truc tuyén

PN Mot s6 khuyén cao vé ky thuat trong qua trinh st dung

Trong qua trinh hoc trwc tu¥en nguo’l hoc nén: 1- tat micro khi khong phat bidu (Ivu
y bat lai micro truwdc khi phat biéu), 2- qua trinh tham gla co the d&t cau hoi/trao dbi dang
text & phan chat, 3- bAm “raise hand” khi muén phat biéu y kién.

® St dung phim tat trén Microsoft Team:
A Nhén phim “R” trén ban phim dé tra 1 mét chubi trén Teams.

A Nhé&n cuing luc phim Phim “Alt” va phim Phim “A” cing lic dé dinh kém tép vao
lubng hod&c tin nhén.

A Nhén phim “C” ciing sé dua ban dén hop soan tin nhan va nhan phim “CTRL”
cung phim “E” sé giup ban tim kiem.

A Ban c6 thé tim thdy danh sach day da cac lénh trén Teams bang cach nhan phim
“Alt” cung voi phlm “/” trén ban phim. Hodc, néu ban & ché dd Mac trén phim Mac, thi
phim “Option” va phim “/”.

® Chuyén tiép email hay dinh kém trén Teams:

Mot meo khac vé Teams niva la kha nang chuyén tlep email trong Kénh clia Teams.
Diéu nay rat hivu ich néu ban & xa Team hodc khéng muén mé (ng dung dé chia sé mot
muc quan trong véi cac ddng nghiép clia ban.

Ban c6 thé thue hién viéc nay bang cach nhép vao d4u chdm Itrng (...) bén canh mot
trong cac kénh chung cta minh va nhan vao “Get email address”. Sau do ban c6 thé st
dung dia chi email nay dé glvi bat ctv diéu gi ban mudn dén kénh, c6 thé 1a email, tai liéu
ho&c hon thé nira.

@® Tinh ndng lam m& nén trén Microsoft Teams:

Ban c6 thé kich hoat tinh nang Background Blur trwéc cude goi bé&ng cach nhap vao
thanh trwot mau tim bén canh biéu two’ng video. Hoac kich hoat trong khi g0| bang cach
di chuét qua phan gitra dwéi cung cGia man hinh va nhép vao biéu twong “...". Sau do,
chon tuy chon: blur my background.
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