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Ghi chii: Giao dién trong hudng dan nay co thé khac voi may tinh, dién thoai cua cac ban dang dung.

Tuy nhién, tai li¢u van thé hién day du ndi dung co ban.

Khuyén diing: Sur dung trinh duyét Chrome trén mdy tinh dé 6n dinh hon.
Hoic tham khao thém: (Danh cho cdc dong mdy tinh, hé diéu hanh, trinh duyét, smartphone)

https://apps.google.com/intl/vi/meet/how-it-works/

https://support.google.com/meet




1. TAO LOP HOC, HOP ONLINE

1.1. Trén may tinh

HUONG DAN NHANH

Ding nhap Gmail trén may tinh, nhan vao biéu tweng diu chdm & goc trén bén phai > Chon Meet.
Chon Cugc hop méi.

Chon Bit dau mdt cudc hop tirc thi.

Thém thanh vién vao 16p hoc, hop online.

Cai dat cau hinh va cac thong sb can thiét cho budi hoc, hop online.

Chon Trinh bay ngay dé bat dau budi hoc, hop online.

HUONG DAN CHI TIET

Buéc 1: Dang nhap Gmail trén may tinh, nhin vao biéu tweng ddu chidm ¢ goc trén bén phai >
Chon Meet.

Buéc 2: Giao dién Google Meet sé& xuat hién, sau d6 chon Cudc hop méi.




Budc 3: Chon Bit ddu mot cudc hop tirc thi.

£ Google Meet 13:42:Th4,5thgs @ @ @

Cudc hop video chat luong.
Gig day mién phi cho tat ca
mOoi ngudi.

Chung t6i da thiét ké lai Google Meet — dich vy té chirc
cudc hop kinh doanh vdi dd bao mat cao — dé cung cdp
mién phi cho moi ngudi.

G Too mdt cude hop dé sir dyng sau _jo5c dudng i Nhan dudng lién két ban cé
thé chia sé

+ Bat ddu mét cudce hop tic thi
Nhip vao Cude hop méi dé nhin dudng lién két md
ban cé thé gl cho nhing ngudi minh mudn hop

(9  Lichbidu trong Lich Google i

.

Buéc 4: Thém thanh vién vao 16p hoc, hop online.

Copy duwong link ¢ khung bén trai dé guri link cho nguoi ding may tinh hodc copy mi 16p hoc 14 cac ky
tu & sau cum meet.google.com/ dé giri ma 16p cho nguoi dung dién thoai.

Cubc hop d san sang

Hodc chia sé dudng lién két cta cudc hop nay
véi nhirng ngudi ma ban mudn ho tham gia vao

meet.google.com/jta-gexj-hph LD

e Nhing ngudt sir dyng dudng lién két dén cudc
hop nay phal dugc ban cho phép thi méi c6 thé
tham gia.

Tham gia bing

Hoac nhan vao Thém nguwdoi khac ¢ goc bén trai.

Cubc hop d san sang

&* Thém ngudi khac

Hodc chia sé dudng lién két cta cudc hop nay
véi nhirmg ngudi ma ban mudn ho tham gia vao
cude hop

meet.google.comyjta-gexj-hph (]

G Nhing ngudt sir dyng dudng lién két dén cude
hop ndy phéi dugc ban cho phép thi méi c6 thé
tham gia.

Tham gia bing




Nhap tén hodc email cua ngudi ma Ban muon thém vao 16p hoc = Chon Giri email.

Thém ngudi

0.
e xudt

Khéng c6 dé xult ndo

Giiemaddbdngténl =  (qua Google Meet) <meetings-
noceply@googie com>

- dang m&i ban tham gia mét
cudc hop video dang dién ra

o Nhang ngudi ban mdi & diy ¢é thé tham gla cude
hop m3 khdng clin xin phép

Budce 5: Cai dat cau hinh va céc thong so6 can thiét cho budi , hop online.

Ban c6 thé dé dang tiy chinh micro, camera ctia ban than, quan 1y danh sach nguoi tham gia budi hoc, hop

online va xem ctra s0 thao luan cua moi nguoi véi cac bi€u tuong tuong Ung.

Cubc hop da s3n sang

Hodc chia sé dubng én két cla cudc hop ndy
véi nhimng ngudi md ban muda ho tham gia vio
cude hop

Q) 1000 v sl 6y0g Gudng e kit ddn cude
hop a3y A Suoc Ban cho phép Thl midi ¢ INE
tham oia

Tham gis biag

— 0]-[O]

Ngoai ra, Ban ciing c6 thé truy cap vao muc quan 1y danh sach ngudi tham gia dé tat micro cta nhiing

nguoi lam 6n hodc x6a nhitng ngudi khong lién quan dén budi hoc, hop online.

Buéc 6: Chon Trinh bay ngay dé bat ¢au budi hoc, hop online.

Hodc chia sé dubng lién két cUa cudc hop nby
1 nhimg ngudi ma ban mudn ho tham gia vdo
cude hop

meet google com/jta-gexj-hoh Q

©) 10000 nguil 50 yng Suing ko Lkt bn cuie
hop by pAS GUoc Ban cho phép Thi mdk ¢6 INE
™ham gia

Tham gia bing




S& ¢6 3 hinh thirc dé Ban lua chon:

Toan b man hinh cia ban : Ban s€ trinh chiéu toan b man hinh may tinh cia Ban cho moi ngudi xem.
Mot stra s0: Ban chi trinh chiéu duy nhat 1 ctra s6 cta 1 giao dién hodc phan mém v&i moi nguoi.

Mot thé: Ban chi trinh chiéu duy nhat 1 thé trén Chrome véi moi nguoi.

Chon Chia sé.

Hobc chia sé dudng Iién két cla cudc hop ndy
w6 nhimg ngudi md ban muda ho tham gia vio
cude hop

meet google com/jta-gexj-hph ]

© "N navdl 50 dung Gudng b kit 8dn cude
Bop nby pAS QU Ban cho phdp NI mék ¢6 thE
tham gia

Tham gia Bing

E— ©-0

Bude 7: BE két thuc budi hoc, hop online, nhan vao biéu tugng & gitra micro va camera ¢ phia dudi.

Cubc hop da s3n sang

Hobc chia sé dudng lién két cia cude hop ndy
oI nhng ngudi ma Ban muda ho tham gia vio
cude hop

meet google com/jta-gexj-hoh 0

@ NhIm ngud s Gung uding kdn kit 8én cude
Nop nby phli Suoc Dan cho phép thi mak cd thé
tham gla

Tham gia Bing.

R @@

1.2. Trén dién thoai
HUONG DAN NHANH

Mo tng dung Google Meet, dang nhap tai khoan Gmail = Nhan vao Cudc hop méi.
Chon Bit dau cudc hop tirc thi.

Thém thanh vién vao 16p hoc, hop online.

Cai dat cau hinh va cac thong s6 can thiét cho budi hoc, hop online.

Nhén vao biéu tuong 3 dAu chiAm > Chon Chia sé man hinh dé bit dau budi hoc, hop online.
HUONG DAN CHI TIET

Buée 1: Mo tng dung Google Meet, dang nhap | Buée 2: Chon Bit dau cude hop tire thi.

tai khoan Gmail = Nhan vao Cudc hop méi.




= Hop mat .

S

Nhan dudng lién két ma ban co thé
chia sé

Nh&n vao Cudc hop méi dé nhan mdt dudng lién két
ma ban cé thé gtfi cho nhitng ngudi minh muén hop
cung

Bude 3: Thém thanh vién vao 16p hoc, hop online.

Copy dwong link & khung bén trai dé giri link cho
nguoi dung may tinh hodc copy ma lép hoc 1a cac
ky tu & sau cum meet.google.com/ dé giri ma 16p

cho nguodi dung di¢n thoai.

v zax-rfid-zhy »

Ban la ngudi dau tién & day

meet.google.com/zax-rfid-zhy

(1) Chia sé 16i mi

Nhan dudng lién két clia cudc hop dé
chia sé

B&t dau cudc hop tuc thi

Lich biéu trong Lich Google

Hodc chon Chia sé 10 moi dé chia sé duong link 16p hoc, hop

online cua Ban qua Facebook, Zalo,...

v zax-rfid-zhy »

Ban la ngudi dau tién & day

5i nhitng
meet.google.com/zax-rfid-zhy Ll;l

tfy Chiasé s mai



Budc 4: Cai dat cau hinh va céc thong so6 can thi€t cho budi , hop online.

Ban c6 thé tiy chinh micro, camera ctia ban than Quan ly danh sach ngudi tham gia budi hoc, hop online bang

v&i céc biu tugng & phia dudi. cach nhan vao ma 16p hoc, hop online & goc trén bén trai.

v zax-rfid-zhy »

Ban la ngudi dau tién & day

€ n K y nhitng
NQUGi me 0

meet.google.com/zax-rfid-zhy |_|:|

Ban Ia ngudi dau tién & day

(1) Chia sé I6i mi Chia 3ng lién ké

n mudn

meet.google.com/zax-rfid-zhy

(1) Chia sé I6i mi

Ngoai ra, Ban cling c6 thé truy cap vao muc quan Iy danh sach nguoi tham gia dé tat micro cuia nhitng nguoi lam 6n

hodc x6a nhitng nguoi khong lién quan dén budi hoc, hop online.
Bude 5: Dé bat dau budi hoc, hop online

Ban thyc hién nhin vao biéu | >Chon Chia sé man hinh. —>Chon Bit dau truyén phat.
twong 3 ddu cham & bén phai

biéu tuong micro.

®

Truyén phat man hinh

®

B&t dau truyén phat
Chia sé
man hinh

O]




Buéc 6: Dé dimg chia sé man hinh v6i moi ngudi, | = Chon OK.

chon Durng chia sé.

v zax-rfid-zhy »

[X] Ding chiasé

Ban la ngudi dau tién & day

meet.google.com/zax-rfid-zhy

ﬂ] Chia sé |6i mai




2. CHIA SE MAN HINH

2.1. Trén may tinh
HUONG DAN NHANH

« Bat camera, mé micro: Tham gia cudc hop bang Meet > Nhin cho phép truy cip sir dung micro va may
anh cua ban.
o Chia sé man hinh: Trong giao di¢n cudc hop > Trinh bay ngay > Toan man hinh, mot ctra s6, mot thé trén trinh
duyét > Chia sé.
HUOGNG DAN CHI TIET
Bwdce 1: Bat camera, mé micro
Trong giao dién cudc hop Google Meet, man hinh s& hién thi théng bao yéu ciu truy cap st dung micro va may

anh ctia ban, nhan vao Cho phép la thanh cong.

C o & meet.google.com/_meet/apm-nztv

meet.google.com mudn
& S dung micrd ctia ban

W S dung mdy dnh cla ban

Cho phép \ Chan

Cho phép Meet sir dung may anh va micrd cua ban

Buéce 2: Chia sé man hinh: Trong giao dién cudc hop Ban nhan vao muc Trinh bay ngay sau d6 s& hién thij 3
muc: Chia sé toan man hinh cta ban , Mot cira s6, Mot thé trén trinh duyét Chrome.

Trinh bay

Toan bd man hinh ctia ban

Mét clra s6

M6t thé trén trinh duyét Chrome

]

Trinh bay ngay




Buwdce 3: O didy minh chon muc Mot ctra s6, sau 6 man hinh s& hién thi cac ctra so6 Ban dang sir dung. Tiép theo
Ban hay nhan mot ctra s6 d€ chia sé va nhan vao Chia sé.

Chia sé clra s6 Ung dung

Chrome mudn chia sé ndi dung trén man hinh cla ban véi meet.google.com. Chon ndi dung ban mudn chia

se.
s Y

4
=

o

Meet - apm-nztv-gui - G Két qua tim kiém Goo...

;uéchop A \J - @

Budce 4: Néu muon chia s¢ mdt thé trén trinh duy¢t Chrome, ¢ day s€ hién thi cac trang Ban dang m¢d. Ban hay
nhan vao Trang ma Ban muon chia sé sau d6 nhan vao Chia sé.

Chia sé mét thé Chrome

Chrome mudn chia sé ndi dung trén man hinh cla ban véi meet.google.com. Chon ndi dung ban mudn Zhia

se.

p
Meet - apm-nztv-gui

L Két qua tim kiém Google Hangouts | Thegioididong.com
Hop thu dén (152) - @gmail.com - Gmail
Cach chia sé man hinh, b3t camera, m@ micro trén Google Hangouts, Google Meet * - Google
Céch chia sé man hinh, bat camera, m& micro trén Google Hangouts, Google Meet - T
/ Google Hangouts - Wikipedia tiéng Viét

Google Hangouts -

im véi Google

nhu: “Cach chia sé man hinh, bat camera, md micro trén Google Hangouts, Google Meet * - Go

Cach hop tryc tuyén qua Hangouts don gidn nhat

s

wuéchop A 9 > @

Bude 5: B¢ tat chia sé man hinh, trong man hinh chia sé Ban nhan vao phan Dung chia sé & goc bén
dudi man hinh.

y

w/
meet.google.com dang chia sé et 0. Dirng chia sé \




2.2. Trén dién thoai

HUONG DAN NHANH

Chia sé man hinh: Nhan biéu tuong ba cham trén giao dién cudc hop > Trinh bay man hinh > Bit dau trinh

dién > Bit dau ngay bay gio.

Bat camera, mé micro: Truy cip cudc hop trén Google Meet > Nhan biéu tugng micro/mdy quay.
Khi quyén truy cap mdy anh, micro bj tir chbi hdy nhan vao biéu twong may anh > M phan cai dat > Quyén

ung dung > May anh, Micro > Cho phép.
HUONG DAN CHI TIET
Chia sé man hinh Google Meet trén dién thoai.

Budc 1: Pau tién ban hay nhan vao bi€u tugong 3 cham phia goc phai man hinh cua cudc hop.

13117 G Q =

Budée 2: O man hinh tiép theo hay nhan vao Trinh bay man hinh va chon Bit dau trinh dién.

. Moi ngudi sé nhin thay toan bo néi dung
Chuyén may anh trén man hinh cla ban, bao gom ca thong
bao

Bat phy dé ﬂ Huay Bét dau trinh dién

Trinh bay man hinh ]

Khong diéu chinh khi anh sang rat yéu

Bdo cdo sy cd

Béo vi pham




Buwéc 3: Man hinh c6 théng bao bit ddu ghi man hinh ban hay chon Bét diu ngay bay gio.

Meet sé bat dau chup tat ca moi thir hién thi
trén man hinh ctda ban.

N

Bat dau bay gio T

Bué'c 4: Man hinh hién thi bit dau trinh dién trén man hinh cta ngudi ¢ trong cudc hop.

Ban dang trinh dién cho tat ca moi nguoi

®

Buéc 5: Bat camera, mé micro: Truy cap cudc hop trén Google Meet. Nhan chon biéu tweng micro néu
mudn bat/tit mic, chon biéu twong may quay néu mudn bat/tit camera dién thoai, khi biéu twong c6 déu
gach chéo 1a dang tit va nguoc lai.

-+ Cudc hop mdi Ma cudc hop




Luuy: Néu ung dung hién thi 15i Micro ban nhan vao mét trong 2 biéu tuong nay.

B ®

Tuén Nguyén Thanh (Ban)

Tiép theo tmg dung théng bao Quyén truy cép bi tir chdi ban 4n vao Mé phan cai dit.

Quyén truy cap vao micrd bi tur
chéi

Hay cho phép Meet truy cap vao micrd ctia
ban trong Cai dat

M& phan cai dat

Trong phan cai dit quyén hiy nhan vao muc Quyén tGng dung.

St dung dir liéu

Pin

Tu khéi chay

Quan ly quyén truy cap vi tri, luu tri, dién thoai, tin
nhan va lién hé

[ Quyeén (g dung

Quyén khac

O phan quyén Gng dung hay nhan vao tirmg muc May anh, micro.

DUQC PHEP

Chua cé@p quyén nao

BI TU CHOI

Danh ba

Pién thoai




Hay nhan Cho phép ¢ cac muc Quyén may anh va Quyén micro.

& Quyén Méy anh Q | €  QuyénMicrd

Q -

QUYEN TRUY CAP MAY ANH CHO UNG DUNG NAY QUYEN TRUY CAP MICRO CHO UNG DUNG NAY

O Chophép @® Chophép

® Turchsi O Tirchsi

Xem tét ¢4 ing dung ¢ quyén nay Xem tét ¢4 img dung c6 quyén nay

Khi hoan thanh cai dat, Ban quay lai man hinh cudc hop va nhén vao biéu tuong may anh, micro dé bat tat tinh
nang.

®

Tuén Nguyén Thanh (Ban)




3. PAT LICH TAO LO'P HOC, HOP ONLINE

3.1. Trén may tinh
HUONG DAN NHANH
Mo Google Meet trén may tinh, chon Cugc hop mdi.
Chon Lich biéu trong Lich Google.
Pit lich tao 16p hoc, hop online trén Google Meet > Nhan Luru.
Nhén Gii.

HUONG DAN CHI TIET
Budce 1: Mo Google Meet trén may tinh, chon Cudc hop méi.

Buéc 2: Chon Lich biéu trong Lich Google.

[  Lich biéu trong Lich Google




Bude 3: Bat lich tao 16p hoc, hop online trén Google Meet.

Tai day, Ban co thé: Pat tén va chon khoang thoi gian dién ra 16p hoc, hop online.

X [Thém tiéu dé

11thg5,2021 500PM 16 600PM  11thg52021 M gis

(O cangay Knonglaplai ~

Thém vi tri va thong bao vé thoi gian dién ra 16p hoc, hop online.

Q@  Thémviti
0 Théngbdo ~

Thém théng bao

Nhap dia chi email ctia thanh vién tham gia duoc moi tai muc Khach va chinh sira quyén riéng tu cua thanh

vién dugc moi tai muc Quyén caa khach.




Quyén cia khach

O swadsisvkién

M&i nhimg ngudi khac
Xem danh sach khach méi

Thém nhiing ghi chi hodc 16i nhiac nho trude khi tham gia hoc, hop online tai muc Thém m# ta.

Bwéc 4: Nhan Lwu.




Buéc 5: Nhan Giri.

Dé bat dau 16p hoc, hop online Ban c6 thé dan duong dan URL d tao hodc nhap ma 1a cac ky tu sau cum
meet.google.com/ vao khung Nhap mot ma hoac duong link.

B Nhap moét ma hoac duong li

Ban c6 thé nhan vao tén 16p hoc, hop online ¢ giao di¢n chinh cua Google Meet. Hodc m¢ email sau khi Ban

tao lich va nhan vao duong dan URL & trong email.




3.2. Trén dién thoai

HUONG DAN NHANH

Chia sé man hinh: Nhan biéu tuong ba chdm trén giao dién cudc hop > Trinh bay man hinh > Bit dau trinh
dién > Bit dau ngay bay gio.

Bat camera, mé micro: Truy cap cudc hop trén Google Meet > Nhan biéu tugng micro/méy quay.

Khi quyén truy cap mdy anh, micro bi tir chbi hdy nhan vao biéu twong may anh > M phan cai dat > Quyén

ung dung > May anh, Micro > Cho phép.

HUONG DAN CHI TIET
Chia sé man hinh Google Meet trén dién thoai.

Buwéc 1: Dau tién Ban hiy nhin vao biéu tuong 3 cham phia gdc phai man hinh cta cudc hop.

137G O O.ul=E®

Buée 2: Nhan vao Trinh bay méan hinh va chon Bat dau trinh dién.

o Moi ngudi sé nhin thay toan bo ndi dung
Chuyén may anh trén man hinh cla ban, bao gém ca thong

bao

Trinh bay man hinh ]

Bat phu dé

Huay (Bét dau trinh dién]

Khong diéu chinh khi anh sang rat yéu

Béo cdo su co

Bao vi pham




Buée 3: Man hinh c6 thong bao bit ddu ghi man hinh Ban hiy chon Bit dau ngay bay gio.

Meet sé bat dau chup tat ca moi thir hién thi
trén man hinh cta ban.

)

Hay Bat dau bay gio b

Buwé'c 4: Man hinh hién thi bit du trinh dién trén man hinh cua ngudi ¢ trong cudc hop.

Ban dang trinh dién cho tat ca moi ngudi

= ®

Bude 5: Bat camera, md micro: Truy cap cudc hop trén Google Meet. Nhén chon biéu tuong micro néu mudn
bat/tat mic, chon biéu tuong may quay néu mudn bat/tit camera dién thoai, khi biéu tuong co dau gach chéo la
dang tit va nguoc lai.

-+ Cudc hop mdi Ma cudc hop

Luu y: Néu ing dung hién thi 15i Micro Ban nhin vao mot trong 2 biéu tuong nay.

=

Tuén Nguyén Thanh (Ban)




Thong bao Quyén truy cap bi tir chdi, Ban 4n vao M& phan cai dit.

Quyén truy cap vao micrd bj tur
chéi

Hay cho phép Meet truy cap vao micrd clia
ban trong Cai dat

M& phan cai dat

Trong phén cai dit quyén hiy nhan vao muc Quyén tng dung.

Str dung dir ligu

Pin

Tu khéi chay

Quyén g dung
Quan ly quyén truy cap vi tri, luu tri, dién thoai, tin
nhan va lién hé

Quyén khac

O phan quyén tng dung hiy nhan vao timg muc M4y anh, micro.

DUQC PHEP

Chua cé@p quyén nao

B| TU CHOI

Danh ba

Dién thoai

Hay nhan Cho phép ¢ cac muc Quyén may anh va Quyén micro.

€ Quyén May anh Q | € QuyénMicrd

Q Q

QUYEN TRUY CAP MAY ANH CHO UNG DUNG NAY QUYEN TRUY CAP MICRO CHO UNG DUNG NAY

O Chophép @® Chophép

® Tuchsi O Tuchsi

Xem tét cé Ung dung c6 quyén nay Xem tat ca img dung c6 quyén nay




4. THAM GIA PHONG HOC, HOP ONLINE (GV/CBCT sé& xét duyét khi SV ding nhap)

HUONG DAN NHANH
Ping nhap Gmail trén may tinh, nhan vao biéu tweng ddu cham & goc trén bén phai > Chon Meet.
Dén duong dan URL hodc nhap ma 16p hoc, hop online vao khung Nhap mét mi hodc duong link >
Nhén Tham gia.
Kiém tra micro va camera ctia Ban trudc khi tham gia vao 16p hoc, hop online > Nhan Tham gia ngay (Hoic
nhin Yéu cAu tham gia).

Pé thoat phong hoc, hop online, Ban nhan vao biéu tweng dién theai ¢ gitta biéu twong micro va camera.

HUONG DAN CHI TIET

Buéc 1: Pang nhap Gmail trén may tinh, nhin vao biéu twong dau cham & goc trén bén phai > Chon Meet.

Bude 2: Dan duodng dan URL hoic nhap ma 16p hoc, hop online ma Ban dugc thanh vién khac chia sé vao
khung Nhap mot ma hoic duong link > Nhan Tham gia.

B3 https://meet.google.cor  Tham gia

Budée 3: Kiém tra micro va camera cia Ban trudc khi tham gia vao 16p hoc, hop online = Nhan Tham gia

ngay (Hoac nhan Yéu cau tham gia).




Tham gia ngay

Cho Nguoi to chirc (GV/CBCT) xét duyét Chap nhin

Pang yéu cau tham gia...

Ban sé tham gia cudc goi khi ai dé cho
phép ban

~

Budc 4: Dé thoat phong hoc, hop online, Ban nhéan vao biéu tuong dién thoai ¢ gitra biéu tuong micro va
camera

5. TRAO POI VO'I GV/CBCT KHI CAN THIET
Str dung chtrc ning Tro chuyén véi moi nguoi khi can thiét.

Tro chuyén vdi moi nguai
1

X 0 a B




