HUONG DAN QUAN TRI MICROSOFT TEAMS
1. THEM NHIEU TAI KHOAN VAO NHOM
1.1. Cai @it mt s6 module cho Windows PowerShell (admin)

(chll y: céc thao tac nay chi 1am 1 1an, khong Iam lai). Yéu ciu: Windows 8.1 hodc 10

- Click chuét phai vao biéu tuong cira s6 ¢ goc trai dudi cling man hinh > M& Windows PowerShell (admin) 1én.

Apps and Features
Mobility Center

Power Options

Event Viewer

System

Device Manager
Network Connections
Disk Management
Computer Management
Windgws PowerShell

Windows PowerShell (Admin)

Task Manager

Settings
File Explorer
Search

Run

Shut down or sign out

Desktop

- Lan luot chay (copy & paste) cac 1énh sau, néu hé théng c6 héi, hdy bam phim A (yes all) hoic Y (yes):
1. Set-ExecutionPolicy -ExecutionPolicy RemoteSigned
2. Install-Module -Name AzureADPreview
3. Install-Module -Name MicrosoftTeams
1.2. Chuan bj dir ligu
e Chuén bj danh sach ID ding nhap cia gido vién, hoc sinh (thuong la email).
e Dung Notepad/Notepad++ hoic Excel dé ghi lai danh sach dudi dinh dang .CSV:
o Dong dau tién ghi chir: email; cac dong sau d6 14 ID ding nhap cua giéo vién, hoc sinh
o Mai 16p, mdi nhém 1a 1 tép .CSV nhu véy; nén luu tép voi duong dan don gian, khdng nén cé dau cach
e Vidu Vvé dit liéu trong tép gv.csv nhu sau:
email
3101316960Q@haiphong.itrithuc.vn
3101317032@haiphong.itrithuc.vn
3101147509Q@haiphong.itrithuc.vn
3101147510@haiphong.itrithuc.vn
3101147511Q@haiphong.itrithuc.vn
3101147512Q@haiphong.itrithuc.vn
3101147517@haiphong.itrithuc.vn
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Qf C\Users\Hoang\Desktop\gv.csv - Notepad ++ — O X
File Edit Search View Encoding Language Settings Tools Macro Run Plugins Window 2 X
cEHBR LB s Wh I By ax BE|ST ERENG® NN ME
Etktemp.m J[Esetup ubuntu servertxt J[Enote.m J[Ene\nﬂ J[Enewﬁ | Egv.csv B |

1 email ~

2  buidinhbac@als.edu.vn

3  buiducthanh@als.edu.wvn

4  buiguangbinh@als.edu.vn

5 buisyvien@als.edu.vn

& buithidulals.edu.wn

7 buithitrangdung@als.edu.vn

buivanmuoi@als.edu.vn

S dangthingoc@als.edu.vn

10 dangthithuan@als.edu.vn

11 dangvantrong@als.edu.vn

12 daothitam@als.edu.vn

13 dinhthithap@als.edu.vn

14 dothimaianh@als.edu.vn

15 dothiminhhueals.edu.vn

16 dothithanhhafals.edu.vn

17 doanthihiep@als.edu.vn

158 hoangthihong@als.edu.vn

1% hoangthinga@als.edu.vn

20 hoangthingocmai@als.edu.vn

21 hoangvanthanh@als.edu.vn

22 lethihoalals.edu.wvn

23 lethihuong@als.edu.vn

24 lethimai@als.edu.wn

25 Jluuthihaiyen@als.edu.vn

26 ngothibichhai@als.edu.vn

27 nerathilrimlienfAale adin wn v
Normal text file length: 1,683 lines: 69 In:1 Col:1 Sel:0]0 Windows (CR LF) UTF-8-BOM INS

(vi du lam tép .CSV véi Notepad++)

gv - Excel Nguy&n Bic Hoang @

Insert Page Layout Formulas Data Review  View Help Acrobat Q Tell me what you want l"o’io

> Autc
[&] Fill -

B B & Clea

% :“ Avrial V0 v A A = 25 Wrap Text General N - 4 Normal Bad €= BX @

E o v | B H
Paste o | CA-| = =i . 2.9 €0 w | Conditional Formatas Good Neutral — | Insert Delete Format
5 ~ Format Painter BRI - &-A N Merge & Center %o sh Formatting ~ Table - &

Clipboard ™ Font ~ Alignment ™ Number = Styles Cells

0 POSSIBLE DATA LOSS  Some features might be lost if you save this workbook in the comma-delimited (.csv) format. To preserve these features, save it in an Excel file format. Don't show again Save As.

Al - e || email
A B C D E F G H | J K L M N o E Q
email ]
buidinhbac @als edu vn
buiducthanh@als.edu.vn
buiquangbinh@als.edu.vn
buisyvien@als.edu.vn
buithidu@als.edu.vn
buithifrangdung@als_edu.vn
buivanmuoi@als.edu.vn
dangthingoc @als.edu.vn
dangthithuan@als.edu.vn
dangvantrong@als edu vn
daothitam@als.edu.vn
dinhthithap@als.edu.vn
dothimaianh@als.edu.vn
dothiminhhue@als.edu.vn
dothithanhha@als.edu.vn
doanthihiep@als.edu.vn
hoangthihong@als.edu.vn
hoangthinga@als.edu.vn
hoangthingocmai@als edu vn

=
WO NO O WN =

12
13
14
15
16
17
18
19

11 |
20|

(vi du lam tép .CSV véi Excel)
1.3. Thém thanh vién vao nhém (tai khoan quan tri)
Buoéc 1: Mo Windows PowerShell (addmin), g& (copy & paste) lan luot timg Iénh sau:
e GO& lénh #1: Import-Module MicrosoftTeams
e GO lénh #2: Connect-MicrosoftTeams
Khi cira s6 dang nhap hién 1&n, hdy nhap ID + password cua tai khoan quan tri dé dang nhap vao Microsoft Teams binh

thuong. Néu thanh céng, két qua s& hién thi dang nhur sau:
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Két qua trén cira s6 lénh néu diang nhap thanh cong (c6 Tenantld twong tw nhu hinh dudi day):

EN Administrator: Windows PowerShell - Oa >

Windows PowerShell
Copyright (C) Microsoft Corporation. All rights reserved.

Try the new cross-platform PowerShell https://aka.ms/pscore6

PS C:\Windows‘\system32> Import-Module MicrosoftTeams
PS C:\Windows\system3 Connect-MicrosoftTeams

(Account Environment Tenant TenantId

gdtrh@ghaiphong.itrithuc.vn AzureCloud 74bddbc9-dc28-4e23-3217-689bdf9%lded 74bddbc9-dc28-4e23-3217-689bAf%1del

PS C:\Windows\system3
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Budc 2: Tao nhém va tim ID cia nhém

- Truy cap tng dung Microsoft Teams tur giao dién web (https://www.office.com) hoac ing dung cai dat trén windows
- Tao cac nhém, vi du: Hoi ddng gido duc; Té Toan; 10C1, 12A1,...

- Tao céac kénh trong cac nhém, vi du trong nhém 10C1 tao ra kénh: Toan, Vat li, Hoa hoc,. ..

- Tim ID ctia nhém theo cach sau day:

_ Q Tim kiém

HDE%(W Nhém = n Chung Baidang Tép Class Notebook Baitap Biém Insights —+
e TEoT—
E? » g Khai 11 oo
Trd chuyén 20 théng 2 2021
i B Kheit2 n On luyén de s6 02 (Cha d&: Tim toa do diém) da bat dau

Nhém -
@ - n 10C1 2 trd 161 tir Khién
Bai tap Chung %

23 théng 2 2021

— Céng nghé
g ng
Lich Bia It €3 Xem nhém 1 d&: Dau nhi thire béc nhat (tiép) da két thic: 43 phat 35 gidy
% GDCD @@ Thém kénh
Cude goi Giai trf & Thém thanh vién 18 thang 52021
Héa hoc
) [& Réikhdi nhém : s Lt sl 4 s
= Lich sir n "General" da két thuc: 47 giay
i / Chinh stia nhém
Ngoai ngir
(=) an lién két dén nho
Ngi¥ van Nhén lién két dén nhom
Sinh hoc <) Quan ly the in "General" da bat dau
Thé duc Huy
Tin hoc @]' Xéa nhéom
[ |

Nhan lién két véi nhém

D8-4556-83a1-10eb509bdb858&tenantld=680d180d-cb08-4bed-ada7-af2c036b32f6

Lién két dén nhom cé dang:
https://teams.microsoft.com/1/team/19%3a5a87d70faec2404091a4c19d3d061b8e%40thread.tacv2/c
onversations?groupld=6fde937£f-6b98-4556-83al1-10eb509%bdb85&tenantId=680d180d-cb08-4bed-
ad4a7-af2c036b32£6

Phan bodi mau chinh 1a 1D ctia nhém can tim: 6fde937£-6b98-4556-83a1-10eb509bdb85

Bwac 3: Nhap danh sach thanh vién tir tép .CSV vao nhom, gd 1énh sau:

Import-Csv -Path "FILE CSV_PATH" | foreach{Add-TeamUser -GroupId TEAM ID -user $ .email}

Chu y: thay FILE_CSV_PATH bing duong dan dén tép; TEAM_ID chinh 12 ID ciia nhém can thém thanh vién.

Vi du:

Import-Csv -Path "C:\Users\Hoang\Desktop\gv.csv" | foreach{Add-TeamUser -Groupld
6£fde937£-6b98-4556-83a1-10eb509bdb85 -user § .email}
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EN Administrator: Windows PowerShell — O X

3fab9c 1248 HiddenMe. .. 12A8 12A8
373c84 1249 HiddenMe. .. 12A9 12A9
S5ee@7 11B2 HiddenMe. . . 1182 1182
ade59 1181 HiddenMe. . . 11B1 11B1
B8de9d 12A3 HiddenMe. . . 1243 1243
Nhém Tin hoc Public tinhoc Nhém Tin hoc

| foreach{Add-TeamUser

Néu khong c6 15i, khoang 1 phut sau cac thanh vién dugc thém ddy du vao nhom.
2. HUONG DAN QUAN TRI

Buwoc 1. Dung trinh duyét web (Google Chrome, Firefox, Edge,...) truy cap website: https://www.office.com

Budéc 2. Bang nhap bang tai khoan quan tri duoc cap. Chi y: nén thém sé dién thoai dé ting cuong bao mat tai khoan. Giao

dién sau khi dang nhap thanh cong:

M 1 Microsoft Office Home x |+

& @] ) https://www.office.com/?auth=2 B v ¥
Office 365 - A Search I

Apps lernoon Install Office

[5 Outlook @ OneDrive recent  Shared  Favorites Type tofiter list Y T Upload

u Word !' Excel
m PowerPoint ml OneNote
a SharePoint ﬁ Teams

©
|
E Sway m Forms '\ ‘

X N
B admin :

No content activity

ame Modified - Shared by Activity

All apps Share and collaborate with others. Create a new document or upload and open one to
(m} ‘ ) Microsoft Office Home X ] Microsoft 365 admin center - Ac X | = X
& (@] () https://admin.microsoft.com/Adminportal/Home?source=applauncher#, i@ *= @ 2

Microsoft 365 admin center

2 Dark mode

(@ Home

,Q Users ~

I Active users

i O Search active users lis
e word L Export users Y Filter | O Search active users list

Deleted users

Usemame Licenses @ Choose columns
admin_CMC@haiphong.itrithuc.vn Office 365 A1 for faculty
admin_DTT@haiphong.itrithuc.vn Office 365 A1 for faculty
admin_FPT@haiphong.itrithucvn Office 365 A1 for faculty
admin_GTEL@haiphong.itrithuc.vn Office 365 A1 for faculty
admin_lIG@haiphong.itrithucyvn Office 365 A1 for faculty
sgddt@haiphong01.onmicrosoft.com Office 365 A1 for faculty

Vao menu Users = Chon Active Users
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https://www.office.com/

Tim kiém hoc sinh (theo tai khoan dinh danh) va reset mat khau néu c6 yéu cau:

(im] | ) Microsoft Office Home X l 1] Microsoft 265 admin center - Ac X l+ - X
& C &) https;//admin.microsoft.com/Adminportal/Home?source=applauncher#/users £ J8 i 3
Microsoft 365 admin center P Search N e ? (w)
X
Reset password
3155205156@haiphong.itrithuc.vn
D Automatically create a password
Password *
‘ Abc@123456 Strong R

D Email the sign-in info to me

(s

Xin cam on!

D Require this user to change their password when they first sign in
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