Microsoft Teams

HUGNG DAN SU DUNG MICROSOFT TEAMS

Ban mdi st dung Microsoft Teams? St dung huéng dan nhanh nay dé bat dau.

Cac team déu c6 cac channel
Click dé xem files, trao d6 vé
cac chu dé, theo phong ban,

hoac theo du an. nho

Move around Teams

St dung nut nay dé di chuyén
gilta Activity Feed, Chat,

cac Teams, Calendar va Files.

L—oe

Xem va quan ly team

Click dé€ xem team cuia ban.
Trong danh sach team, kéo tha
dé sap xép lai th(r tu team

Tim app ca nhan ®
Click dé tim va quan ly cac
(ing dung ca nhan cta ban

Thém Apps

Chay cac Apps trén trinh duyét
& Tim cac apps ban can trén
Teams.

Bat dau Chat méi
Bat dau tro chuyén 1:1
ho&c trao déi trong

Thém tab
Tap trung Ung dung, dich vy,
va cac files & dau channel

SU dung command box

Tim kiém néi dung cu thé

lién hé ai, thuc hién hanh dong
nhanh hodac chay app

Quan ly cai dat profile
Thay d6i cai dat app

thay d6i hinh anh profile
Tai Ung dung trén mobile

: I

Search or type a command

Teams Y Mark 8 Project Team > Research and Development - Megan Bowen
Change picture
S Conversations  Files  Wiki  Power Bl Mark & ((eesmmmee——) |-
o & © Available >
. Mark 8 Project Team 4 Set status message
Adele Vance M
General . Here is the Mark 8 overview doc. | could use some help with the performance specifications chart and the parts sup;  [1 Saved
D
esign A = &3 Settings
Digital Assets We . L . @] Mark 8 Performance Overview.docx ﬂ_-:] Mark 8 Parts and Spec List.xlsx
Quan ly team ctia ban
Go to Market Pla " , N n Zoom - (100%) + (@]
Thém hay x6a thanh vién, | 3 reptes from you and Debra
Research and De'
Tao channel mdi, hoac lay link ¢ Reply Keyboard shortauts
Sales and Market PN P pn
Q lién két t&i team A (7
- oebaserger  Thém files About ?
2 One of the chi omers do not see the full value of moving to tt  Check for updates

Monthly Reports

. Retail

General

NC460 Sales

Tham gia hodc tao team
Tim team ban mudn, tham gia
v3i mot ma code, hodac tu tao
Cho minh mét team.

&' Join or create a team 33

Gilp moi ngudi xem file hoac
lam viéc cung nhau

a hybrid envir
Download the mobile app
2 replies from Ac
Kathin i Sign out
October 4, 2019

Megan Bowen 10/4 1124 AM 1
5 | Let's review the results from the Mark 8 marketing campaign so far.

Tin nhan cla ban sé gan lién
véi mét chu dé trao ddi

n Mark 8 Campaign Update

Monday, October 7, 2019 @ 2:30 PM T > .
ra loi

3 replies from you, Patti, and Alex

o o @

Soan tin nhan
Adele Vance " G0 va dinh dang tin nhan & day. Thém
3 Has anyone reviewed the latest stats for next month's newsletter? | could use figures and suggested ﬁ|e, emoji’ GlF, hoac sticker dé
©rany |am rd diéu ban can chia sé

Start a new conversation. Type @ to mention someone. 1
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Microsoft Teams

bang nhap (Login)

Trén Windows click Start '> Microsoft Teams.

Trén Mac, truy cap Applications va click Microsoft Teams. Trén mobile, chay
(rng dung Teams. Dang nhap bang tén dang nhap va mat khau Office 365 cla
ban. (Néu ban dang st dung Teams free, dang nhap bang tén dang nhap va
mét khau clia ban)

B2 Microsoft
Sign in

[Email, phone, or Skype

< NA A N o °
Bat dau mot hoi thoai
Véi toan bg team... Click Teams ggs chon mét team hodc channel, viét tin nhan,
i nhan Send B> dé gui.

V&i mét nguoi hodc mét nhém, Click New chat I_ﬁ g6 tén nguoi hodc nhom trong
trudng To, viét tin nhan cta ban rdi nhanSend F» dé gui.

Start a new conversation, use @ to mention someone
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Chon Team hoac Channel

Mét Team la mot nhdém ngudi, cac 1an trao déi, tép (files), cing cac céng cu- tat
ca déu & mét noi. Mot Channel 13 noi trao déi trong 1 team, danh riéng cho
mot phong ban, mét dy an hodc chu deé.

Click Teams 253 va chon mot team. Chon mét channel dé tim hiéu thém vé
Conversations, Files, va cac tab khac.

Bl Mark 8 Project Team > Research and D:

Bat dau mot cudc hop

Click Meet now =7 bén dudi khu vuc ban soan tin dé bat dau cudc hop trong
channel. (néu ban click Reply, roi click Meet now2?, cudc hop dua trén cudc tro
chuyén dé). Nhap mot tén tham gia hop, réi bat dau mai moi ngudi.

$ replies from Enrico, Pradeep, Megan, and Adele.
Gt Meeting ended: 19m 29s
Ko Reply

Start a new conversation. Type @ to mention somea
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Thuc hién cudc goi Video hoac chi tiéng

q o . o4 s A
Click Video call hoé%‘ dio call % (Call chi c6 tiéng) dé goi ai do tU trong cudc
hoi thoai. D€ nhan s truc tiép, click Calls bén phia trai va nhap sé dién thoai.
Xem lich st cuéc goi cung voicemail cling tai day.

Tra IGi mot hoi thoai

Hoi thoai trong Channel dugc t6 chic theo ngay, ti€p dén la cac ludng héi thoai.
Tim kiém ludng héi thoai ban muén phan hoi réi click Reply. Thém néi dung cla
ban réi nhan Send dé gui.

@mention (dé cap) téi ai dé

D€ tao sy chl y cla ai dé, gé @, sau d6 la tén cta ho (hodc chon tir danh sach
lién hé hién ra). G6 @team dé nhac tin nhan dén tat ca thanh vién trong team
hodc @channel dé€ thong bao tdi tat ca moi ngudi ung hé channel.

iﬁ Noah McCormick

coab@rorthwindiradersicom lient had some changes to our design for the J

make those edits before our Wednesday clien

Dwight Nesmith
dwight@northwindtraders.com

Josh Nestor o include a section about the buy one get one
Jesh@nodhwindiiadare con :d for August but she mentioned she got the &

& Addabot
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Thém mot emoji, meme, hoac GIF

Click Sticker [ bén dudi box gb tin nhan, chon mét meme hodc mot sticker tir
danh muc c6 san. Con cd cac nat dé€ thém mét emoji hodc anh chuyén déng GIF.

P office Drama Popular sticke
W vere E SVW:’:::.::
@, Oesigners a
- \-n,S.

73 Devs

I (AN FIXTIT

$ Legal
B Teamsquatch
&

Bummer Bert RESEARCH [R[AHV['
Cats In Suits % @:\ x5 QL

Rubber Stamps

i

A2 © @ B @ -


https://hotromicrosoft.com/

Microsoft Teams

Cap nhat nhitng gi md&i nhat

Click biéu tugng Activityg bén trai. Feed sé cung cap cho ban tat ca nhitng thong
bao va moi thr da dién ra trong tat ca cac kénh (channel) ban theo dai you follow.

= @ Megan Bowen 7727 &
© Added you to the team Contoso HR

Them mot tab trong channel

Click+ canh cac tabs trén cung cta channel, click tng dung ban muén, lam
theo I8i nhac. S dung Search néu ban khong tim thay (ng dung ban can.

Add a tab X

Turn your favorite apps and files into tabs at the top of the channel. Search Q

Tabs for your team

CDEOR

Forms OneNote PDI

% WA

Planner Power Bl

Document ...  Excel F

EEOOGE

PowerPoint  SharePoint Stream Website Wiki Word

Chia sé mot file

Click Attach (2 bén dudi hop ndi dung tin nhan, chon vi tri luu file, rdi chon file
ban muén gui. Ty thudc vao vi tri ban luu file, s& c6 cac lya chon dé tai 1én 1 ban
copy, hay chia sé dudng dan, hoac cac cach khac dé chia sé.

®© Recent

i Browse Teams and Channels

@& OneDrive

Upload from my computer | @ to mention someone

Af&k©@@@--

Lam viéc v3i Files

Click Files (] bén trai d& xem tat ca file dudc chia sé trén tat ca teams.
Click Files trén dau méoi channel dé xem céc file chia sé trong channel doé.
Click More options ... bén canh mét file d€ xem ban cé thé lam gi.
Trong mét channel, ban cé thé chuyén 1 file tic thi thanh tab trén cling
cla kénh!

@ Open in SharePoint
' 1
2 Move
N} 1 [ copy
L Download
T t
W Delete
> "] F = Rename
& Getlink
B

Make this a tab
/ m—
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Mark 8 Pilot Program.pptx

Mark 8 Performance chartxlsx
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Tim kiém noi dung

GO cum tU trong command box trén cung cda Ung dung, réi nhan
Enter. Tiép dén, lva chon tab Messages, People, hoac Files. Lua chon
ndi dung hoac click Filter d€ xac dinh két qua tim ki€m cta ban

research

Messages  People  Files v

b Sales Results Overview.xlsx 2/25
Retail / Shared Documents

|. Campaign Sales Data.xlsx 1/25
Mark 8 Project Team / Shared Documents

ol CE Annual Report.docx 11/13/18
Retail / Shared Documents

(> ™) X1050 GTM Plan.pptx 10/18/18

Mark 8 Project Team / Shared Documents

Tim kiém Uung dung cua ban
Click More added apps...dé xem cac iing dung ca nhan cda ban. Ban cé
thé ma hodc g& ing dung tai day. Thém cac app bén dudi icon Apps..

o T < B

Help OneNote Planner Shifts
. E
Stream Who Wiki

More added apps

Them ung dung (App)

Click Appsmbén trai. Tai day ban lya chon cac &ing dung ban muén c6 trén

Teams. Chon cai dat phu hgp réi thém Add.

oot
<0

Join or create a team
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