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e Step 2: Click Teams

€ Home | Microsoft 365 X 4+

< C 88 & www.office.com

Microsoft 365 — /O Search

E Outlook : @ OneDrive OSOft 365

yened &2 Shared v¢ Favorites =+

L
Q SharePoint Teams
m Yammer uz Admin
All apps —




Configure MS Teams

* Step 3: Click icon Manage teams

@

Help

E& Join or create a team ‘E@B
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e Step 4: Click button Create a team

Manage teams  Teams Pending Invites Analytics & Create ateam
Search teams Q
* Active (6)
Name = Description Membership People Type
Digital Initiative Public Relations Description of Digital Initiative Public Relations Owner & 17 © *®
Mark 8 Project Team Welcome to the team that we've assembled to create the ...  Owner s 18 © *
n MSFT MSFT Owner & 18 o
n Retail Description of Retail Owner & 17 © *®
YN Sales and Marketing Description of Sales and Marketing Owner & 17 © o
S US. Sales Description of U.S. Sales Owner & 17 © o
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e Step 5: Click From scratch

Create a team X

From scratch .(_) From a group or team

We’'ll help you create a basic team. Create your team from an Microsoft 365
group that you own or from an another...

Select from a template

bkl Manage a Project Manage an Event
General General
Coordinate your project. Improve your event management and

collaboration.

Onboard Employees Adopt Office 365
General General
Create a central experience to onboard Create a Champion community to drive

What's a team?




Step 6: Click Public

Configure MS Teams

What kind of team will this be?

N Private
| People need permission to join
A i
) Public
N Anyone in your org can join
- T Org-wide

Bl bl Everyone in your organization automatically joins
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e Step 7: Enter Team name. Click button Create

Some quick details about your public team X

Team name

HR Team‘ ©

Description

Let people know what this team is all about
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e Step 8: At Add members to HR Team. Click button Skip

Add members to HR Team

Start typing a name, distribution list, or security group to add to your team. You can also add people
outside your organization as guests by typing their email addresses.

Start typing a name or group

Skip
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e Step 9: Click icon ...at HR Team, select menu Manage team

Microsoft Teams Q, Search

(9

Chat Teams = HT General Posts
(L = .
. Your teams >t>\ Hide
Shifts
‘ i Mark 8 Project Team ¥% Manage team
Teams — ‘
n Sales and Marketing Ue Add channel
Q S Add member
Activity S Digital Initiative Public Relations fo Leave team
Developer ... Retail y Edit team

&2 Get link to team

MSFT () Manage tags

oo
oo

Apps

LS. Sales

1] Delete team

HT  HR Team *
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e Step 10: Select tab Members, Click button Add member

Teams =

chat 4T HRTeam -
HR Team
L
. Your teams
Shifts
‘ i Mark 8 Project Team Members Channels Settings Analytics Apps Tags
Teams
E Sales and Marketing , Search for members Q & Add member
Activity Digital Initiative Public Relations -+ * Owners(1)
E Name Title Location Tags (O Role
Developer ... n Retail
NT Owner
n MSFT
— * Members and guests(2)
u U.S. Sales
Apps

HT  HR Team
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e Step 11: Enter members name, Click button Add

Add members to HR Team

Start typing a name, distribution list, or security group to add to your team. You can
also add people outside your organization as guests by typing their email addresses.

T test123 X TV Teo Nguyen Van x p

Close




Configure MS Teams

e Step 12: Click button Close

Add members to HR Team

Start typing a name, distribution list, or security group to add to your team. You can
also add people outside your organization as guests by typing their email addresses.

Start typing a name or group

Teo Nguyen Van

TV OUN O Member v~ X
test123

T TEeT122 O Member v X

Close
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 Step 13: You'll see all member added

) =

Gw  Teams - 4T HRTeam -
HR Team

Your teams

Shifts

Mark 8 Project Team Members Channels Settings Analytics Apps Tags

"l
mw
Teams
n Sales and Marketing Search for members Q é‘e Add member
Acthity Digital Initiative Public Relations ~ +++ * Owners(1)
E Name Title Location Tags @ Role
Developer ... n Retail
NT Owner v
B v
— * Members and guests(2)
n U.S. Sales
Apps Name Title Location Tags O Role
HT  HR Team
TV Teo Nguyen Van Member X
" T test123 Member v X
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e Step 14: Select tab Settings to set Member permissions

< Teams
Chat HT HR Team
HR Team
L
bgs Your teams I
(N Mark 8 Project Team Members  Channels | Settings | Analytics Apps Tags
o n Sales and Marketing » Team picture Add a team picture
Activity B Digital Initiative Public Relations
% * Member permissions Enable channel creation, adding apps, and more
Developer u Retail
Allow members to create and update channels
e MgFT e .
Allow members to create private channels
U.S. Sales Allow members to delete and restore channels
Apps
l HT  HR Team J Allow members to add and remove apps
Allow members to upload custom apps
Allow members to create, update, and remove tabs
Allow members to create, update, and remove connectors
Give members the option to delete their messages
@ Give members the option to edit their messages
Help

» Guest permissions Enable channel creation
& & Join or create a team £83
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e Step 15: Select tab Apps, Click button More app

Microsoft Teams Q, Search

Teams =
et 4T HRTeam -
HR Team
L
. Your teams
Shifts
P n Mark 8 Project Team Members  Channels  Settings  Analytics Tags
mw —
Teams
n Sales and Marketing Apps let you complete tasks, receive updates, and communicate at the same time. To get started @mention a bot or add a tab in a team channel. B More apps
FELD Digital Initiative Public Relations Mame Description
SR n EL - Forms Easily create surveys, quizzes and polls. w
MSFT .
- Lists Bring Lists into your channel 'I‘_TJ'
ﬂ US. Sales
Apps OneNote Use OneNote to collaborate on digital notes and notebooks with your team. UT
HT  HR Team
'_" Power Bl Uncover insights in your data Ti]
n Praise Show gratitude for your peers. 'I"_,j
- SharePoint View pages and collaborate with lists. 'I‘_TJ'
B SharePoint Pages Add a tab for a SharePoint news article or page. 'Lj'
Fas m Tasks by Planner and To Do Stay organized across all your team and individual tasks, T

oo 1 Build your own apps with the Teams developer platform. Learn More Create an outgoing webhook | Upload a custom app
i <o Join or create a team i@
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e Step 16: Select app. Click button Add

= Apps é Trivia (5 Add m Poll Everywhere Add

Springworks HR Tech Poll Everywhere

[ L} Search Q
shifts
kel " .
(o)) B% Apps ~ Built by Microsoft See all
Teams
Built with Power Platform
Q 5vat?r§ ) Add Power {\utoma‘_te Open
Activity Microsoft Corporation Microsoft Corporatio
Featured
E Popular on Teams
T p . iqrnts; Add Iasks l:_yPPlanpl_er and To Do open
Top picks icrosoft Corporation licrosoft Corporatio
What's new
Best selling n Cl.'lanngl calend.ar Add . SharePom‘t Add
Microsoft Corporation Microsoft Corporation
@ Elevate customer experiences
Apps

Engage your employees

Categories Education See all
Built by Microsoft
Breakthru (3 m Kahoot!
: Add Add
Education . Breakthru Immersive, INC Kahoot!
Productivity
Project management n Bookings Add B draw.io Add
Utilities Microsoft IGraph ’
Help &3 Workflows e m Whiteboard.chat for Edu Add m Poll Everywhere Add
Epiphani Inc Poll Everywhere

B8 Manage your apps
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e Step 17: Click button Add

draw.io X
A JGraph

Overview Permissions Discover more apps
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Collaborate visually on whiteboards and diagrams

draw.io is a diagramming and whiteboarding app that allows you to collaborate visually in your browser or using our desktop tool.
draw.io allows you to add a diagram tab so you and your co-workers can collaborate on a diagram file stored in your OneDrive
without leaving Microsoft Teams. JGraph Ltd has been building secure diagramming technology since 2004.

By using draw.io, you agree to the privacy policy, terms of use, and permissions.
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e Step 18: Click Teams

Microsoft Teams

S) E draw.io Getting Started About C

" Getting Started

o0g
)]
teams  The draw.io for Microsoft Teams app lets you share diagrams easily, and collaboratively edit them with others.

77 Add a diagram to a tab in Microsoft Teams

Activity
E 1. Select one of your teams, click '+' to add a tab, and select the draw.io app.
TR . General Posts Files Wiki > Orgwide (3 Meet
o
arowiio
Add a tab X
Turn your favorite apps and files into tabs at the top of the channel I draw.i0| X I
More apps
oo
Apps Recent ~
draw.io
@ 2. Create a new diagram, or open an existing diagram in your new tab.
Help o To create a new diagram, enter a Diagram Name and click the location where you want to save the file.

E draw.io
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* Step 19: Click icon ..., select menu Manage team

-.w

e Microsoft Teams Q, Search
Ei Teams = HT General Posts Files
L 2 .
- Your teams h_g\ Hide
Shifts
voe Mark 8 Project Team €3 Manage team
(1 ]
Teams oy k
n Sales and Marketing Uo Add channel
Q & Add member
Activity >~ Digital Initiative Public Relations fd Leave team
.G 1
Developer ... Retail ;y Edit team
& Get link to team
MSFT
n {J Manage tags
U U.S. Sales
Apps . T Delete team
HT HR Team

~
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e Step 20: Select tab Channels, Click button Add channel

Chat Teams = HT HR Team -

o HR Team
IL
Shifts Your teams )
‘ o Mark 8 Project Team Members Channels Settings Analytics Apps Tags
Teams
m Sales and Marketing Search for channels Q =) Add channel

O

Activity

Developer ... Retail GO0
General @

Digital Initiative Public Relations ~ Active (1)

Name = Show for me Show for members Description Type Last activity

MSFT

*  Shared channels from other teams (0)

» Deleted (0)
oo

Apps

U.S. Sales

HT  HR Team
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e Step 21: Enter Channel name. Click button Add

Create a channel for "HR Team" team

Channel name

Support ‘ ®

Description (optional)

Help others find the right channel by providing a description

Privacy

Standard - Everyone on the team has access v ®

C] Automatically show this channel in everyone’s channel list




Configure MS Teams

e Step 22: Click button New conversation

Microsoft Teams Q_ Search

Teams Support Posts Files + 0 Meet ~ @

Shifts Your teams \ ’

" Mark 8 Project Team

i
Teams
u Sales and Marketing
Seny Digital Initiative Public Relations
:e-f:%a . n Retail Let's get the conversation started
Try @mentioning people you want to collaborate with, or add some tabs to customize your space.
B v
n US. Sales ‘ m +
Apps
Polly Freeha... Kahoot! Add tab
@ HR Team
General n Meeting in "Support” ended: 14s T
Support
Attendance report
\L Click here to download attendance report

' Reply

Help

(4 New conversation
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e Step 23: Enter message. Click button Send

Microsoft Teams Q, Search

g?t Teams = Support Posts Files + 9 Meet ~ @

Your ms
Shifts 'our teams \ .

u Mark 8 Project Team

i
Teams
Sales and Marketing
Actihity Digital Initiative Public Relations
Developer ... Retail Let's get the conversation started

Try @mentioning people you want to collaborate with, or add some tabs to customize your space.

] =2

MSFT
U.S. Sales ‘ m m I
Apps
Polly Freeha... Kahoot! Add tab
HR Team
General (] Meeting in "Support” ended: 14s Ly
Support

Attendance report
\l/ Click here to download attendance report

-Sg”, Join or create a team 533 A 2 © B> ¢ OB - b’
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e Step 24: Click ...on channel Support, select menu Get link to channel to invite overyone.

C[;? Teams = Support Posts Files + Ol Meet ~ @
L
. Your teams
shifts
u Mask 8 Project Team Let's get the conversation started
‘ ‘i‘ Try @mentioning people you want to collaborate with, or add some tabs to customize your space
Teams
Sales and Marketing ] Channel notifications >
Q <> Pin g
il . Digital Initiative Public Relations ‘?
R Hide
Polly Freeha.. Kahoot! Add tab
Developer n Retail 3 Manage channel
B9 Get email address g in “Support” ended: 14s Y
B v
& Get link to channel Attendance report
US. Sales f Edit channel Click here to download attendance report
Apps I
&6 Connectors
’ HR Team
'E Delete channel y
General
Support
P Ly | E—
Reply
v 2 ©Q 8 FH B0 R &GO B - >

4 New conversation
&8 Join or create a team 3

I ,oSearch L ﬁ m ; B E L} m 9’ & q Q !:i @ “.v t"’ é N ENG E?d’?@ 6/282(;’2'\]3|
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e Step 25: Click button Copy

Get a link to the channel

bdd-4255-9cef-8fb5bcdf975c&tenantld=72830ada-7283-4709-9954-5856107c60d
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e Step 26: Open new browser, paste link then login

=' Dang nhap tai khoan cda ban X B

€ S5 C @ login.microsoftonline.com/72830ada-7283-4709-9954-5856107c60d7/o0auth2/v2.0/authorize?response_type=id_token8iscope=openid%20profilediclient id=5e3ce6c0-2b1f-4285-8...

2 %

B" Microsoft
Pang nhap
teovn@yv1zfonmicrosoft.com|

L -

Ban khong truy cap dugc vao tai khoan?

Q Tay chon dang nhap
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* Step 27: Enter password, then Click button New conversation or click Reply

i@ (1) Support (HR Team) | Micros X -+

C @ teams.microsoft.com/ #/conversations/Support?groupld=c3d00872-4edd-4255-9cef-8fb5bedfa75c&threadld=19:c757f7ae42934e5a8f106f2fb8d9dcc5 @thread.tacv2&ctx=channel

g) Teams = Support Posts Files
L
! Your teams o Meeting in "Support” ended: 14s

Demo Team

Q\o NT,_. Hi everyone

o
Activity
Y n HR Team -
«’ Reply
% General
Developer

Support

(4 New conversation

o]
co Join or create a team £23
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* Step 28: In channel Support, select tab Files to create file, upload file, download file or share file...

9 Teams = Support Pposts Files © | O Meet  ~
gs Your teams T Upload v [ Editin grid view & Share @ Copylink <2 Sync & Download  --- All Documents ~ 0]
- ﬂ Mark 8 Project Team Folder
(1 ]]
Teams
’ n Sales and Marketing @ Word document
Q ' Modified Modified By + Add column
= B Excel workbook
FEIE Digital Initiative Public Relations
E B- PowerPoint presentation
Ceveloper ... n Retail @ | OneNote notebook
n MSET B4 Forms for Excel
B/ Visio drawing
E LS. Sales
Apps @ Link
HR Team & Edit New menu

General

o - Add template

Support

This folder is empty

)

Help

E& Join or create a team o]
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Step 29: In channel Support, Click button Meet -> Meet now

S)

Chat
shifts
ey

Teams

Q

Activity

Y

Developer ...

oo
oo

Teams

Support Pposts Files v + 0 Meet  ~

~ - O Meet
Your teams T Upload ~ 3 Editin gridview & Share @ Copylink <3 Sync 4 Download = Al eernow ﬁ

. [ Schedule a meeting
ﬂ Mark 8 Project Team
Support

Sales and Marketing
D Name Modified *~ Modified By + Add column
Digital Initiative Public Relations
Retail
MSFT

.S, Sales

H HR Team

General

Support

This folder is empty

o] .
<o Join or create a team £o3
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Step 30: Click button Join now begin meet

Microsoft Teams

Choose your audio and video settings for

Meeting in "Support”
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e Step 31: Click Copy meeting link to share everyone or click Add participants to meet

Invite people to join you
Copy and share the link to invite someone.

G2 Copy meeting link

E& Add participants
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e Step 32: Open new browser, paste link then meeting with overyone

Meeting chat

Hello everyone. Now to
meeting
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e Step 33: Click ... on HR Team, select menu Get link to team

c(::z Teams = U8 Support pPosts Files v+ h Meet ~
R Hide - -

Your teams T Upload ~ [ Editingridview & Share @ Copylink <3 Sync | Download  --- = All Documents ~ % ®
Shifts
o m Mark 8 Project Team €83 Manage team
mw
Teams n - v @ Add channel

ales an arketing
Q coe Add member me Modified *~ Modified By ~ + Add column
Activty n Digital Initiative Public Relations [ Leave team
lE I £ Edit team

Developer ... n Retai
| 2 Get link to team‘l
n MSFT ¢ Manage tags
n U.S. Sales W Delete team
Apps
HR Team ’-"
General
Support
This folder is empty
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* Step 34: Click Copy

Get a link to the team

rdd-4255-9cef-8fb5bedf975c8tenantld=72830ada-7283-4709-9954-5856107c¢60d

Module: Fundamentals of Microsoft 365 & Messaging https://jetking.fpt.edu.vn
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e Step 35: Open new browser, paste link then work with the Team

Microsoft Teams Q, Search
L,T)! Teams ~ n General posts files + Cimeet | ~ D
¢ |
Shifts Your teams
= n NISET Welcome to the team!
W®
Here are some things to get going...

HR Team
AE‘{ General .
L ]

Activity
1 hidden channel )
Developer ‘ 5
.
2 —_—
: —

»
Apps
Add more people Create more channels Open the FAQ

Help
(4 New conversation
Q.
C® Join or create a team 3
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e Step 36: Click icon Chat, Enter message then Click Send

? Chat ~ = NT S s Wi (You) Chat 4 more v

Pinned

NT, (You)

This is your space

This chat is just for you..with you. Use it for drafts, send files to
yourself, or get to know chat features a little better.

MNow everyone join to chat

@
L .
Y 0D OB @ RS
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Step 37: Lookin user you want to chat in search box

Peaple

e Chat - = @
NT % v 5* P.‘i

L
S#s *» Recent Lee Teo Patti Alex
’ Gu Nguyen Van Fernandez Wilber

000
gy

Teams

L)

Activity

Y

Developer ...

oo
oo

Apps
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e Step 38: Enter message then click icon Send

Files Organization Activity Linkedin —+

e Chat - = G NT_ g e W Chat

Recent

Ny - 339 PM 334 PM
You: HELLO &= Hi

339PM

L
HELLO =

2 &

- How are you &
% 1 2P @B @ GRBSR OB - > b

®
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e Step 39: Click icon Download Desktop app to download MS Team, After downloading, install and perform
team activities in this software.

nt Nguyen Phat Tai (You) 329 PM 329 PM
You: Now everyone join to chat . .
Now everyone join to chat

v Teo Nguyen Van 3:39 PM
HELLO &=

Type a new message

L o v o508 E RS




