HUONG DAN CAI PAT VA SU DUNG PHAN MEM
ZOOM CLOUD MEETINGS DANH CHO GV
I. PHAN CHUNG
1. Cai dit phin mém
1.1. Yéu cdu trang thiét bi:
+ Laptop/may tinh dé ban/may tinh bang/smartphone thong dung hién nay.

+ Loa va Mic: C6 sin trén Laptop/may tinh dé ban/tablet/smartphone. Nén sir dung tai
nghe c6 mic dinh kém (tai nghe dién thoai) dé c6 chat luong am thanh tt nhat.

+ Camera: C6 sin trén Laptop/may tinh dé ban/tablet/smartphone; hodc thiét bi cim
ngoai qua cong USB hoic bluetooth.

+ Mang Internet: c6 ddy hodc khong day (LAN, wifi hoic 3-4G) két ndi tot.
1.2. Cai dat:

+ Két thiét bi v6i loa, mic, camera va internet. (Mot chiéc smartphone da c6 mic dinh
tat ca nhimg thiét bi nay).

+ Pdi v6i laptop/may tinh dé ban:

- Tai phan mém tai https://zoom.us/download. Nhan Download (trong myc Zoom
Client for Meetings).

- Cai dat phan mém vao may theo hudng dan ciia phan mém.
+ Pbi voi tablet/smartphone:
- Vao Google App Store (Android) hodc Apple App Store (iOS).
- Tim "Zoom Cloud Meetings" va cai dat.
2. Chuin bi khong gian hoc tip
+ Tai nha, phong yén tinh, du 4nh séng.
+ On dinh thiét bi tai vi tri phu hop, ddm bao nhin rd khuon mat.

+ Trang phuc phu hop véi viée 1én 16p.



I1. PHAN DANH CHO GV

HV khuyén khich GV st dung laptop/may tinh dé ban dé giang day truc tuyén dé dat
dugc hiéu quéa cao nhét vé hinh anh, quan trj 16p, ciing nhu yéu t6 6n dinh. Huéng dan
sau day tap trung vao thiét bi laptop/may tinh dé ban. (Smartphone str dung tuong tu).
1. Piang nhap phin mém:

+ Nhan email va password phong hoc tuong tng voi ca giang cia minh tir HV.

+ Bam "Sign in" va dang nhap vio phan mém theo thong tin tai khoan da nhan.
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2. Lén 16p truc tuyén:

+ Trudc gio 1én 16p 10 phat, GV dang nhap va bam "New Meeting" dé bat dau tiét hoc.
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+ Kiém tra 4m thanh: V&i 1an dau 1én 16p, GV nén kiém tra 4m thanh ctia mic va tai
nghe (hoic loa) xem d3 on chua bang cach chon "Test Speaker and Mic". Néu tai nghe

(hoic loa) va mic da tot rdi thi chon "Join With Computer Audio".
O Choose ONE of the audio conference options

Phone Call Computer Audio

Néu mic va tai

nghe da on thi Join With Computer Audio
chon

Chon dé kiém tra
mic va tai nghe
theo huéng dan

Test Speaker and Microphone

4. Quan ly va twong tac vaéi lop:
Tai 16p truc tuyén, GV c6 thé thyc hién nhiéu thao tic dé quan 1y va twong tac voi 16p

bang cach st dung thanh cong cu phia dudi ban hinh va trén man hinh. Cy thé:

+ Thanh c6ng cu phia dwdéi:
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1. Tat/bat Mic ctia minh

2. Tat/bat Video ctia minh

3. Quan 1y nhitng ngudi tham gia: Cong cu ndy rat quan trong, khi bAm vao "Manage
participants" s& hién ra mot danh sach SV trong 16p. Phia bén dudi DS c6 3 niit bAm
"Mute All" (tit toan bo mic ciia SV), "Unmute All" (bat toan bo mic ctua SV), va "More"
(mdt sb tinh nang khac). Luwu y quan trong: Khi giang bai, GV nén dé "Mute All" dé
chi c6 mic cua GV dugc bat, con lai yén lang, tranh tap am. Khi GV mudn SV nao dé
phat biéu thi di chuyén chudt dén canh tén SV d6 réi bam "Unmute". SV d6 phat biéu

xong lai bam "Mute".



4. Tao binh chon.

5. Chia sé nhing hinh anh khac: BAm vao "Share Screen" dé chia sé hinh anh trén

powerpoint v&i SV, hodc tao ra mot chiéc bang trang roi de viet/ve 1én do theo yéu cau

ctia GV. Két thiic chia s¢ bAm "Stop Share". Luu y: Mudn chia sé powerpoint thi bat

slide 1én trudc véi Microsoft office r6i moi quay lai Zoom dé share.
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Bém"‘Stop Share" ‘
khi két thic chia sé

6. Chat voi 16p hoac véi rieng thanh vién trong 16p.
7. Ghi (thu) lai tiét hoc, luu vao may tinh.
8. Mot sd tinh niang khac.

9. Két thuc tiét hoc: Sau khi bam "End meeting", bAm "End meeting for all"". Chu

¥ GV phai két thuc ding gid 1én 16p, tranh anh huong dén cac GV vao ca sau.
+ Thanh céng cu phia trén: Diéu chinh cach thirc to chirc hinh anh.
- Néu mudn nhin toan canh ca 16p thi bAm "Gallery View" & goc trén bén phai.
- Néu muébn nhin ngudi dang phat biéu thi bam "Speaker View" tai goc trén bén phai.

- Néu mudn SV nao phét biéu thi di chuyén chudt dén hinh SV d6 rdi bAm chudt trai

va chon "Unmute". SV ay phat biéu xong lai 1am lai thao tic nhung bam "Mute".

Ché d "Gallery View". Muon SV ndo phat biéu thi GV di chugt dén hinh SV d6 roi
bam chuot trai, chon "Unmute". Phdt biéu xong lai bam lgi "Mute"



5. Mot vai luu y cho GV:

+ GV thong bao Meeting ID cho SV trudc gid 1én 16p t6i thiéu 01 ngay dé SV ¢ thé
vao 16p.

+ GV tuyét d6i khong dwge thay password cua email minh dugc nhan tir HV.
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+ Néu GV khong thé giang duoc thi bao lai
cho Truong BM va Ban QLPT. Néu GV

Switch Account

[ swou |
khong muén giang tai nha ma t6i HV thi bio cho Ban QTTB dé chuan bi hoi trudng
hoc nhu TKB.
+ Nhic nhd SV bit bude phai dé video nhin th?iy mit dé kiém soat viéc hoc tap cua SV.
Néu SV nao khong co video hinh anh thi rat c6 thé sinh vién d6 dang khong tap trung,
lam viéc riéng.
+ GV c¢6 thé diém danh SV bang cach chup anh man hinh phan DS SV (Participants)
khi bAm "Manage participants".
+ Mot sb van dé vé am thanh va hinh anh:
- Am thanh bj loan, nhiéu tap am: Pay 1a do qua nhiéu mic dang bat cing lic, nén
1an tiéng tir qua nhiéu ngudn. GV nén dé "Mute All" - tat hét mic SV di, chi dé mic
GV. Khi cho SV nao phat biéu thi "Unmute" SV d6 thoi.
- Am thanh bi vang: Day 14 do sir dung loa ngoai. Nén sir dung tai nghe kém mic s&
khic phuc dugc viéc nay.
- Khong nghe thay 4m thanh: Kiém tra lai mic da bat hay chua; ¢a "Unmute" cho SV

chua.

- Khong nhin thay hinh dnh: Kiém tra lai camera da bat hay chua.



III. PHAN DANH CHO SV

Céch don gian nhat cho cac ban SV d6 1a sir dung smartphone kém theo tai nghe c6 mic
1a dat duoc hiéu qua. Do vay, phan huéng dan sau day chi tap trung vao cac thao tac
trén smartphone. (Déi véi laptop/may tinh dé ban thi thao tac tuong ty).

1. Tao tai khoan va dang nhap wng dung:

+ M6 tng dung. Tao tai khoan bang cach bam "Sign Up". Lam theo cac budc hudng
dan. Luu y quan trong: Bit budc diing ky véi diy di ho tén giéng trong DS 16p.
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2. Vao l6p hoc:
+ Trudc gio vao 16p 15 phit, SV dang nhap va bam "Join". Tai day kiém tra mic va loa.

+ SV nhap Ma phong hoc (Meeting ID) duoc HV hodc GV cung cap.

wll Viettel 21:44 @ @ 85%@m)
Cancel Join a Meeting
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Join with a personal link name

Nguyén Van A

If you received an invitation link, tap on the
link again to join the meeting

Kiém tra ho tén chinh xac roi maéi bam "Join"

JOIN OPTIONS

Don't Connect To Audio

Hai phan nay dé nguyen. Bit budc phai chia s¢
Turn Off My Video video va audio dé¢ GV kiém soat 16p

3. Sir dung thanh cong cu dé twong tac véi GV:

Cham vao man hinh, thanh cong cu hién ra bén duoi.
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Unmute Stop Video Share Content Participants

1. Bat/tat mic ctia minh: Khi nghe giang, SV bt budc phai tit mic ¢ smartphone cia
minh dé khong gay 6n. Khi dugc GV chi dinh phat biéu, SV ¢6 thé bam "Unmute"

mic dé bat, phat biéu xong lai bAm "Mute" dé tit mic.
2. Bat/tat video ctia minh: Trong gid hoc, khong dugc phép dimg video.

3. Chia sé ndi dung: SV c6 thé chia sé noi dung khac trén smartphone ciia minh nhu
hinh anh, video, 4m thanh. BAm "Share Content" va chon ndi dung muén chia sé.

Két thuc chia sé, bAm "Stop Sharing".



4. Xem DS thanh vién trong 16p: Bam "Participants" dé biét DS thanh vién trong
16p. Ngoai ra, néu mudn xem hinh anh cta céc thanh vién trong 16p, gat man hinh
sang bén phai.
5. Mot s6 tinh nang khac: BAm "More" dé c6 mot s6 tinh niang khac nhu gio tay phat
biéu (bam "Raise Hand"), nhin tin v&i ca 16p hodc riéng cho ban khac (bam "Chat").
4. Mot s6 van dé SV c6 thé gip phai:
+ Khong vao duoc phong hoc: phai dang nhap vao phong hoc truée 15 phut dé chic
chan minh vao dugc. Pong thoi day ciing 14 thoi gian kiém tra két nbi, micro, tai nghe.
+ Am thanh bj loan, nhiéu tap am: P4y 14 do qua nhiéu mic dang bat cing luc, nén 1an
tiéng tir qua nhiéu ngudén. GV thudng dé "Mute All" - tit hét mic SV di, chi dé mic GV.
Khi cho SV nao phat biéu thi "Unmute" SV d6 thoi.
+ Am thanh bi vang: Dy la do sir dung loa ngoi. Nén str dung tai nghe kém mic s&
khic phuc dugc viéc nay.
+ Khong nghe thiy 4m thanh: Kiém tra lai mic da bat hay chua; da "Unmute" cho SV

chua.

+ Khong nhin thay hinh anh: Kiém tra lai camera da bat hay chua.

5. Két thiic 16p hoc:

Bam "Leave" & goc trén bén trai dé roi 16p hoc. Tuy nhién, vi¢c roi khéi 16p ma chua
c6 sy dong ¥ cua GV 1a khong dung quy dinh. Thuong GV sé& két thuc tiét hoc nén SV

khong can bam ntt nay.

HG tro ky thuat: D/c Bong - Pho GP (PT) Trung tim thong tin - 0934.286.899

Chia sé kinh nghiém st dung: D/c Hoa - GV B mon Ngoai ngit - 097.3535.486






