Hw&ng dan cach Tham gia — Hoi thao Trwc tuyén str dung
Microsoft Teams

Hoi thao Trwc tuyen — Diéu gi sé xay ra
e Chung tdi rat vui vi ban sé tham dy mét trong nhirng hoi thdo sap téi ctia ching toi.
e Chung t6i sé dan dat cudc thao luan va cb gang hét strc d& moi nguwdi déu cé co hoi
tham gia
e Chung tdi da lén ké hoach cho cac budi hoi thao trwe tuyén sao cho phu hop véi cac lich
biéu khac nhau.
e Né&n tadng ching téi sé sir dung la Microsoft Teams - hwéng dan & bén dwdi.

Thiét bican co
e May tinh (may tinh xach tay hodc may tinh dé& ban), may tinh bang hodc dién thoai, dé
két nbi vao Teams
o Néu ban dang két néi qua may tinh (may tinh xach tay hoac may tinh dé ban) thi
ban c6 thé st dung trinh duyét web hoac &rng dung MS Teams
o Néu ban dang két néi qua may tinh bang hoac dién thoai thi ban can tai trng
dung MS Teams mién phi tir clra hang &ng dung trén thiét bj cia minh
e Tai nghe hoac loa, d& nghe am thanh
e Tai nghe hoac micrd, dé noi
e Camera (khong bat budc), dé dwoc nhin thay

Hwéng dan cach tham gia vao buoi hop

Quy trinh tham gia héi thdo trwc tuyén kha don gian; tuy nhién, ching téi da cung cdp mét sé
goi y va bi quyét dé giup ban bét dau. Vui Iong can nhac viéc dang nhap trwéc vai phat, vi
chiing ta s& c6 nhiéu diéu dé thao luan va mudn bat dau cudc hop dung gio. Néu ban chua
quen v&i Microsoft Teams, vui [dng can nhac viéc vao 15 phuat trwéc khi cuéc hop bat dau
dé thr cac tinh nang.

KET NOI T’ MAY TINH XACH TAY HOAC MAY TiNH BE BAN (khuyén dung)

e Nhap vao lién két (link) dwoc cung cép trong 16 moi.

e Néu ban dang két ndi tr may tinh xach tay hodc may tinh dé ban, ban khéng can tai ing
dung Microsoft Teams. Tuy nhién, viéc cé (rng dung gilp céc tinh nang hoat dong tét
hon (ttec 1a ban sé sir dung dwoc tinh nang video). Ban sé c6 thé chon tham gia cudc
hop qua mang hoac théng qua t*ng dung Teams.



Microsoft Teams

Experience the best of Teams meetings with the desktop app

Download the Windows app Jain on the web instead

Already have the Teams app? Launch it now

Néu ban dang két néi ttr web, ban s& dwoc nhac chon cai dat am thanh va video cho
cudc hop va nhap tén cda minh trwédc khi tham gia.

your audio and video settings for

Meeting now

Enter name Join now

@@ @ 5ooie

Other join options

%, Phone audio

For a better experienc

Tién ich (widget) cho cac Thiét bi s& cung cap cho ban mét trinh don (menu) noi ban cé
thé chon ngudn cuda loa, micrd va camera ctia minh.



Device settings X
Audio and Video

Speaker
1 - V246HL (AMD High Definition Au... v
Microphone

Headset Mic (Realtek High Definition... »

Camera

HP Truevision HD (Obda:5776) v

App Settings

Theme

Default AV

Open language settings

Néu ban muén nghe am thanh bang dién thoai, hdy chon am thanh dién thoai.

Other join options

¢4) Audio off %, Phone audio

Ban sé& thdy mot clra sb bat 1&n, trong d6 ban c6 thé nhap sé dién thoai cia minh va
Teams sé& goi cho ban, hodc ban cé thé chon B4m s6 theo cach thd cong va ban cé thé
goi dén sb dwoc cung cap trong |&i mdi; ban sé dwoc nhac nhap sé ID Hoi nghi
(Conference ID), day la sé khong tring 1&p dwoc cung cap trong I& mdi ma ban han da
nhan duwoc. Nhwng vui long nhé tat tiéng dién thoai caa ban khi khéng noi.



Use phone for audio

Enter your number and we'll call you.

k_nter phone number

Dial in manually

0147 P4 ofx

Khi ban tham gia cudc hop, ban sé phai doi trong “sanh” ("lobby") trong vai gidy cho dén
khi ngudi diéu phdi cho phép ban vao.

Khi ban da tham gia vao cudc hop tr trinh duyét web ctia minh, man hinh cta ban sé
trong nhw thé nay (bén dwdi) - tuy vay tly thudc vao tinh nang ctia may tinh cta ban,
viéc két ndi qua trinh duyét web c6 thé khdng cho ban st dung video

£33 Show device settings
(D Show meeting details

O Enter full screen

i Keypad

(4 Turn off incoming video

KET NOI TU THIET BI DI PONG (dién thoai théng minh hodc may tinh bang)

Nh&p vao lién két (link) dwoc cung cép trong 1&i moi.
Néu ban dang két ndi tir thiét bj di dong, ban sé can tai trng dung Microsoft Teams tir
Apple App Store, Google Play hodc b4t civ noi ndo ban céc tai trng dung ctia minh.
Viéc tai nay |a mién phi. Ban sé dwoc nhac tai trng dung sau khi nhap vao lién két sy
kién.
o Hay can nh&c viéc cai dat (ng dung tir trwéc dé ban khong bd 162 bat ky phan
nao trong budi hop.
o Lwu y rang dbi v&i cac Thiét bi Apple, ban phai cai dat hé diéu hanh iOS 11 tr&
|én trén thiét bi cia minh thi m&i s& dung dwgc Teams.
Sau khi tai v&, ban sé c6 thé tham gia cudc hop véi tw cach 1a Khach (Guest). Khong
can tai khoan Microsoft Teams dé tham gia, vi vay ban khéng can phai lo l&ng vé viéc
thiét 1ap mot tai khoan.



e Déi khi, ban s& nhan dwoc théng bao 16i twong tw nhw thong bao bén dwéi khi nhap vao
lién két dén phan Héi va Dap Truc tiép (Live Q&A). Chi can nhap vao OK, sau dé
chuyén dén clra hang &ng dung cta ban dé tai Microsoft Teams.

Safari cannot open the page
because the address is invalid.

OK

e D& tham gia cudc hop nhwng gidu tén tir (’ng dung Teams trén thiét bj di ddng cta ban,
hay nhan vao nit "Tham gia v&i tw cach la khach" (“Join as a guest”). 'ng dung sé yéu
cau ban nhap tén khi tham gia vao cuéc hop. Day la tén ngudi dung (username) va cé
thé 1a b4t cv tén nao ban chon. Hay dam bao tén ngudi ding ctia ban khoéng chira tiy
ngl khéng phu hop.

Type your name, then select
Join meeting.

Anonymous
Join as a guest

e Sau khi ban da tham gia vao cudc hop tir thiét bi di ddng, man hinh trén thiét bi di dong
clia ban sé tréng nhw thé nay (bén duéi)

—
00 Put me on hold

Sign in and join

trJ Share
™ Raise my hand
Dialpad

[Z Turn off incoming video

Phép lich swtrong cudéc hop
e Trwdc khi chuén bj cho cudc hop, hdy dam bao rang ban da sap xép cho minh mét
khong gian khong chiu anh hudng cda yéu to gay phan tam va nhirng tiéng on khac ma
c0 thé can tré sy tham gia cta ban.



Khi ban vao cuédc hop, hay dam bao rdng micrd cla ban da dwoc tat tiéng.

Time Elapsed Share Meeting Chat Hang up
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Camera Mute/ More Actions Participants
unmute

Khi ban khéng néi, vui long gitr nguyén trang thai tw tt tiéng trong subt cudc hop.

o Nguoi diéu phdi cudc hop sé tat tiéng nhirng micrd & trang thai dang bat.
Khi ban muén phét biéu, hay di chuét trén chirc ndng gio tay (raise your hand) (biéu
twong trong hinh vuéng mau do).

Microsoft Teams

Ban sé thay cac tlly chon nay xuét hién. D& gio' tay, hay nhan vao ban tay. Dé ha tay
xudng, hay nhan vao ban tay mét lan nira.

Ngudi diéu phdi sé goi nhirtng ngudi dén lwot phéat biéu khi ban gio tay. Vui ldng khéng
phéat biéu cho dén khi ban dwoc goi phét biéu, ching tdi sé cbé gang hét strc dé goi moi
nguoi 1an lwot theo thiy ty gio tay.
o Néu ban khéng mudn ndi, ban c6 thé sir dung phan trd chuyén (chat) dé dwa ra
y kién clia ban trong suét cudc thao luan.
o Chlng tdi sé& ghi lai tat ca cac |&i binh luan tlr phan tro chuyén.
o Khi ban néi xong, hay nhé tat tiéng micré cta ban mét 1an niva va ha tay xudng
bang cach nhan mét 1an nira vao biéu twong ban tay.
Néu ban dang gap s cb két ndi, hay thir tit video cta ban.

Hwéng dan veé viéc tham gia

Hay tén trong tat ca nhirtng ngwdi tham gia;

Hay c&i m& véi tat ca cac y twédng;

Tuan tha quy trinh va khung th&i gian da thiét 1ap;
Cho moi nguwoi c6 co hdi duwgce Ién tiéng;

Cho moi ngwdi phéat biéu ma khong bi ngat Ioi;



e Cb géng dé tt cd moi nguoi déu dwoc tham gia;
e Vuilong st dung tr nglr va giong diéu lich sy.



